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Dear 



V 



McAlllfiteT: 



Enclosed is the, final TEEM report anp the necessary forms to close out 
the*?pr6j ect . 



While reviewing the report, ^ou will notice a slight deviation from the 
repcert outline sent to you on October 7, 1975. These modifications did 
nqt change the results of the report, but did modify the^butline format 
to a minor degree. ^ 

Thank you for providing this opportunity . to test the TEEM project^. Con- 
siderable knowledge has been learned regarding what works and what does 
not work for manpower programs. This iiifonnation will be useful for 
current and future programs used In California* 

If you or^ youfr staff have any questions regarding this report, please 
contact Robert Dennis or Jljn Gaskins at (916) 322-3703- 
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Transitional Employment Experimental Model (TEEM) 



"The material in^this project was prepared under Grant Number 21-06-73^06 
from the Manpower Administration, U*S, firfpartment of Labor, under the 
authority of Title I of the Manpower Development and Training Act of 
1962, as amended. Researchers undertaking such" projects under Govern- 
ment sponsorship were encouraged to express freely their professional 
jyidgment. Therefore, points of view or opinions stated iq this document 
db >tw>t necessarily r^resent the Official, position of policy of the 
Department of Labor J" 
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INTRODUCTION 



The Transit lonaL Employment Experimental Model (TEEM) Project was created 
by the California State Personnel Board , Career Opportunities Develop- 
ment (COD) Unit, and funded by the U.S^ Department of Labor (DOL) , as A" 
research and development project to provide a potential model for a 
large-scale manpower absorption program In times of economic need* As 
a research and development project, TEEM was conducted to develop in- 
formation regarding the utilization of specific approaches and modlfic*^- 
tlons of approaches to manpower programs. The approaches and techniques 
which were unique to the TEEM Project will be delineated in the Hypo- 
thesis section of this repo^. The Department of Labor funded the Pro- 
ject j,n looking ahead to^ptisslble development of new methods to alleviate 
' p robins of employing the disadvantaged citizens, many of whom havfe been 
served^ unsuccessfully by previous manpower programs. 

One major purpose of the Project was to demonstrate the viability of 
providing suitable job pfi^oement for the 'disadvantaged through a two- 
step training/placement prcrcess' which included specialized vocational 
services through "host agencies*' and the opportunity for permanent 
employment through "receiving agencies". Five transitional models were 
developed and tested utilizing the host/receiving agency concept to 
sample ^1 i^otential markets where placement activities could occur. 

Prior to the TEEM Project, the COD Program centered upon job restruc- 
turing, creation of new trainee levels, outreach, recruitment, utiliza- 
tion of community resources, and the development of job-selection services 
which'do not automatically screen out the disadvantaged. Major emphasis 
has been given to (a) determining whethet an individual can perform a 
given type of work and to (b) moving the largest possible number of 
disadvantaged pe<sple Into career employment- Such a procedure, under 
COD, has proven effective but it appears people have either dropped out 
Or not transitioned into the regular employment system due to the 
inability of largely unskilled or semiskilled participants to adjust to 
th^e demands of the oyeralKwork environment. 
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- , ■ SIWIARY REPORT 

Summary of Hypotheses 

The hypotheses, listed below In sumraary'f orm, ^ will be the foetus of this 
report; however, a<idltlonal tJiftjrmatlgn Ifeamexi during the operat Ion 
TEEM will be Incorporated In the report to explain' all aspects of the 
Project* 

1. Employers can be persuaded to participate fh t>fe TEEM Project even 
If they have not ^participated In manpowgj^;^r^rains In the past. 

2. The TEEM process will Increase the part Iclpant ' s chance for perma- 
nent employment . ^ 

3. Human services^ agencies are effective as host agencies. * ^ 



Summary of Recommendations " 



Recommendations are summarized below for ease of, reference . These 
recommendations are fully discussed In Part VI. 

A. ^Because of the positive findings regarding employees' participation 
In the Project, ^he following recommendations are made; 

^ 1. Sti^ng recruitment for minorities and women should be eio^haslzed 

2. In-depth Information on potential eiuployees' backgrouncT, 

^ skills, and work habits should be made available to employers. 

3. COD classes, temporary, or similar appointments should be used 
' as the vehicle for hiring participants Inta State service. 

4. A written training plan should be prepared for each partlcl* 
pant which indicates the specific time period wa^es will be 
subsld Ized . ' * ^ 

5. The referring human services agency should continue providing 
placement and other services. 

6. ^Early transition from a hosf to a receiving agency should be 
clearly stated in administrative policy. 

7. Several applicants should be referred for each job opening 
with fhe specific number of referrals to be determined ty the 
employer and the referring agency. 
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The two-stage hlrlng^process should be continued on a llinlted 
basis* For example^ Rehabilitation's "special hires" contract 
should be continued Ulsing the TEEM concept (see Funding Phase II)* 
Close monitorJ.ng is essential if the concept is incorporated into 
existing manpower programs* 

Host agencies should be selected *by the degree of motivation and 
erithuslavsm portrayed by management and supervisors* 

1* For maximum effectiveness host, agency staff should be- willing 
to ;spend the time necessary to understand and coun&el partici- 
pants about their personal problems and needs* , 

2* Counseling and vocational guidance should be available to 

e^loyees oa a need basis* These services do not necessarily 
neeid-jte-^e^rovided biy. a human services agency. 



3* Placement s^tvices should be available to all participants* 
Placement assistance may be provided by the host agency oi: 
the referring agency* ^ 

Orientation should be provided to participants^ supervisors and 
management prior to implementaiion and again soon after placement 



A well-written handbook should 
parties* 



\ 

be distributed to all Involved - 



F* Consortium meetings should be used to establish H,nes of comniuni- 
cations and to work out partlcl>ant problems* Strong leadership is 
essential when using consortiums* 

G* A coordinator should be assigned to monitor the program* 

Summary of Findings \ ^ 

Findlngs^are summarized below for ease of reference- 

A< Employers partiflrtpated In the TEEM Project because; 

1<^ The Project assisted employers toward attaining their affirma- 
tive action commitments* 

1. In-depth Information on potential employees' backgrotSnd, 
skills, and work habits was Available to^ employees in the 
selection process* 
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3. The employer could "try out" an entployee without the adminis- 
trative paper work necessary in the typical employment process. 

A- Host agencies were able to add s^aff at nd payroll cost* 

*5- The TE^ Project ftrovided another placement source for human 
services agencies* 

While thff^ participant "pool" concept was not adequately tested, 
employee expressed strong interest in interviewing several people 
for eactf job opening* 

The TEEIt process increased participants' chances for permanent 
employment- ^ _ * 

I* Current successful paid work experience did increase partici- 
pants* chances for permanent' employment * 

2- Many TEEM participants indicated their belief that they tnight 
not have been successful Vithout the two-step hiring process- 
However, there is no data to. prove that each E^J^icip^^^t had/a 
better job m^tchthan with operational manpower programs- 
Human services agencies were not proven more Effective as host 
agencies ttian other -ag^ncirfs* * - " 1 ^ 

- 

1- Human services agencies did not prove to be mo|re 'responsive to 
participant problems' and needs than staff of Qther ag^nciesl 

2- Human servic^agencles were not more effective in providing 
counseling and vocational guidance than other agenciea- 

3* 'Human services agencies* capacity to outstation Incutaibent 
preprof essionals is no greater than for other agencies- 

Wientatiotf is essential for participants, supervisors, and agency 
administration- 

While the TEEM handbook^^ not a good example because it was either 
not understood or not read, interviews showed that a concise well-- 
written handbook is a necessary tool for program success- 



The consortium is useful in estdtlishing lines of communication and 
mutual trust among participating agencies- 
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H- Participants who remain in host agencies over a long term have a 
tendency to develop personal attachments to the hpst agency which 
Ttmpedes orderly^transltion to the receiving agency. 

I, Overall a total of 76 participants were hired in the TEEM Project, 
of whom, 52 'o^68%- were placed into perman'ent Jobs. Bruktm down. 
Phase ! was mo^ successful in placement activities with a rat^ of 
38/30 or- 76%; Thase II placed L4/26 or 54%- 

J^ A co^^t)arison between the TEEM Project and the State Personnel Board 
administered Welfare Reform Afit Jobs Program reveals a difference 
in combined government and particip^ant program benefits. Some 
WRA-JOBff participants were placed in jo^ paying a much higher 
salary than the highest paid TEEM employee. (See Table 1 In Part III 
on Page 5,) - . 

K. Rehabil^at^n's "specpl hires" contract resulted In a pt^rmanent 
placement rate^of 63%, which is the same rate as the WKA-JOft^ Pro- 
gram ,f or the no^disabted- 

L* The folloT^ring information was derived from the supervisor/counselor 
questionnaires, ^ ^ 

1. In host agencies, 68% of the participants were placed In 
"productive" jobs; while in receiving agencies, 86% cif the* 
fiart icipant s' were placed in ''productive*^ jobs-" 

2. In host agencies, 69% of the participants provided "atldl- 
tional" or "increased" services; while in receiving a^/^nc It*?; , 
81% of the participants provided "additional" or "ihcrearied" 
services. ' ^ 

■ 3. In host agencies, 69%'Of the participants had work output 
1 " ranging from '^comparable" to "much mq^e" than re^^ular 
employees. , 

4- In host agencies, 64% of, ^e' participants were avalLjblo for 
productive work ranging fron "comparable" to "nmch nore" t^h^m^ 
regular employees; while in receiving agc?Tk:Qlos, 61% wcto -^^^ 
available for productive work ranging from '^l ightly leBs^' l?^ 
"much more'* than regular employees. 

5- In host agencies, t;he supervision required for part icip.^it 5; 
averaged approximately hours more per week than for \ 
regular employees; while in receiving agencies, tho nveriiW* 

.participant requ'^^id le^s ^ th.'jn an ^hour of addend supor \rl-9Tj%n- 
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.The following Information was derived from participant questionnaires, 

1/ Of the participants Interviewed, S5t felt they were In* a **pro- 
ductlve'* job, 76% felt they received adequate orientation, 7Z% 
felt thev received adequate training, 52% felt they received 
adequat A^^reer counseling, 63% felt they received adequate 
counselln^^n personal matters* When asked about the length 
of their host agency expedience, 65% fel6 It had been ade- 
quatej^, while 24% felt li^had been too lon^ (The average 
length of stay in a hi>st agency was 5-07 months*) 

2. Dujring the host agency experience, 74% of the participants 

f^lt t^ey had not been treated differently than the *Vegular'* 
employees. Of the 26% who felt they had ^been treated differ" 
ently, 44% felt they were treated differet^tly by the, employees, 
38% by supervisors and 19% by management. 

3* ' The reaction to their treatment during the receiving' agency - 
experience was almost identical* While ln*the receiving 
agency, 31% felt they were treated differently, while 39% felt 
they weje treated differently by oth^r employees, 3S!% felt 
they were, treated differently by supervisors and 22% felt they 
were treated differently by n^nagetnent. While 50% of the 
participants felt this treatment had hindered their adjustment 
to the work environment, 67% felt the treatment had no nega- 
tive effect on their ability to *leam the jol?. 
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An interesting finding was, of those in receiving agencies in 
Phase 1. only 60% felt their job assignment matched ^helr 
abllit;ie^TsSkills, and Interest. In Phase II, 92% felt their 
jhlr^^slgnm^^t matched their abilities, skills, and interest* 
Phase I and ir\combined showed 70%* 
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^ PART II 



HISTORY AND DESCRIPTION OF TEEM 



Ba ckground 

t ' 

During the 1960's, as the b^s of discrimination were lowered, the 
disadvantaged found themselves still excluded by the effects of dis-r 
crimination. A? America moved into the 1970' s,^ poor aqd disadvantaged 
indivtdiJals broadened their demand^ for admissions Into those Institu- 
tions^ and occjLipations from. which they had ^en excluded by class and 
racial prejudice. They lacked the education, training and experience 
thai were passports to upward mobility. In many cases, the disadvantaged 
lacked even the aspirations and resources to take advantage 'of training 
programs such as Manpower Development and Training Act tMDTA)Ni(4nd the 
Neighborhood Youth Corps (NYC), wtiich had been set up in the l96p's. 

When Wese early programs with their i&mphasis on fitting the (disadvan- 
taged into exist^-ng^job structure failed tp Ilv^ up to ever-rising 
expectations, people, began to ask whether it might not be mor^ efficient ' 
and effective to modify jobs to fit the skills, interest and abilities 
of the disa'dvantaged rather thaa attenuating to train the dis^^vant^ged 
to fit existing jobs* For example, the '^New Careers" concept i^as "based 
on the ^Sumption that existing work could be organized into jobs that 
take advantage of the often unique Skills and abilities of the disadvan- 
taged. This concept waa written into Federal law by the 1966 Amendments' 
to the Economic Opportunity Act* - " ^ I- ^ ' ^ 

Under the current Career XIpportunities Development (COD) Program^^^ttte^ ^ 
California State Personnel Board, has pioneered efforts in the pareer 
employment of the disadvantaged in. California. These effort^ have 
centered on job restructuring,! creation of new trainee' levels, outreach, 
recruiting, utilizing communitw resources, and the development of jcfb 
selection devices that do not arbitrarily screen ouIl the disat^vantaged. 
Emphasis has been placed on determining whether an individual Van perform 
a given type^f work while at the same time attempting to move\the 
largest -possible .number of disadvantaged persons into Career employment^. 

As with COD, TEEM has placed en^hasis on fitting disadvantaged a|)plicanCs 
into the jobs for whifch they arfe best suited by virtue of Jhelr indi- 
vidual skills, interests, and apilities. The TEEM Project has concen- 
trated on moving members of theldisadvantaged community Into ^ttiose types 
of jobs for which they arie best jsuited. Drawing on the developed working 
relationships of theCareer Opportunities Development Unit, the^ Transi- 
tional Employment Exper^ental Model (TEEM), took a systematic^ approach to 
recruiting and placemefM of the disadvantaged , in State agencies and 
local jurisdictions. 
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It was ^Canned that the TEEM Project would operate In a inanner sMllar 
to ^hat already used In the WIN/ COD and for the. s^me purpose* However, 
It *J[as recognized that Toany State and local agencies and many specific ^ 
?>ccup^tlondl gtoups were not participating In either the WIN Program or 
the WtN/COD Program* Furthermore, program effectiveness was Impaired by 
Inadequate screening, enrollee orientation and Inapproprlat^e referral 
and placeHjen^ decisions/ *i ^ , - * ' 

Two-Step Hiring Process \ 

The TEEM Project;^ process was^ developed 'to overcame .both these areas of v 
concern by the u^ of a -^wp-step employment process. > 

The first step Involves the use- of a client -oriented hiiman service 
%agency as the first ^ployer. This employer 1& referred to as a "ho^t*' 
■agency* In the raodel,\fche enrollee was employed In the host agency to 
^pifovlde expand^ services to Its tllents. This period vars' planned to - 
contlnue-for apprpxlmately- three, months * During this tljne, the ^rollee 
wa^ to be provided In-depth vocational assessment and counseling^ serv- 
ices' to Identify the best type of placement consi^stent with his or her 
aptltu^ies. Interests and abilities* The, enrollee In effect was both an 
employee and a cllenf of the host agencyj During this period, the, 
enrollee was given close supervision, was oriented ^to the woriLd of work, 
was counseled on matters affecting his/her placement while developing a 
record of full-time paid work e^cp^rlenee* \ 

At a time of economic need, human service agencies such as employiiient 
eervlce and welfare departments usually experience Increased work load 
and can^enerally utilize'' additional staff* The program»provlde^ an 
oppoxstunlty to augment the'work force of host and receiving agencies 
during cjhese tlmes^ The ; system was designed to allow for a very quick 
absorjitltm^by human service agenclea and a more orderly and considered 
job development among o^ther potential participating employers after 
initial implement at lon^^< ^ 

The second step In the two^s^tep process vJas the>^lacement of the enrollee 
In an agency referred to as a "receiving" agency* Receiving agencies "Who 
perform outstatloned skill training and ultimately emplojrment Into 
budgeted positions were agencl^^ (dr sectldns ylthln the host agencjQ^ 
that have had- less access fo'and experlen^ie , 1^ hiring disadvantaged ^ 
minority workers* When ready for training, an enrollee was placed In a 
receiving agency to be taught a specific ,sklll. Receiving agencies 
vere those not typically participating ^n manpower programs In the past. 
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Host Agencies Used - ■ ' " 

Human services agencles were chPsen to serve ^as "host^' agencies under 
the assumption that they would be more responsive to participant n&eds 
In terms of vocational assessment and guidance, and placement, and have 
experience In hiring disadvantaged minority workers. Chosen as "host*^ 
agencies were the Employii^nt Development Department, the Department of * 
the Youth Authority and the Department of Rehabilitation. As all three 
Departments are In the business of placing disadvantaged clients Into 
suitable occupations, It was assumed that they would be more skilled and 
demonstrate higher levels of professional understanding of clTent needs 
than other agencies* Further, It' was assumed that .they would be able to 
provide a better job match than other department^ who had little skills- 
or experience In the placement of disadvantaged Individuals* All thre6 
agencies have the capability to provide the necessar^ t^estlng and coun*- 
sellng, and have expertise In vocational rehabilitation* ^ 

Since host agencies are client service. orJ.ented and provide Individual 
social, economic and vocational assistance, theli: participation was used 
to accomplish the following; ' 

1. Provide orientation to the world of work, vocational assess*- 
ment and counseling, basic job training, and necessary' jot 
site counseling for TEEM Project employees* . 



Provide a recruitment )and referral process for persons 
enrolled In or eligible forTfflN. ' ^ 
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3. Provide necessary suj>^^lslon In order to utilize j einployees In 
needed work activities of the /host" agency am assign them 'so 
that the host agency counseling services would be available 
during the counseling phase. (Work assignments were con- * 
jpldered' additional sources of employee assistance*) ^ 

4* Puovide counseling and training time to* employees as appro*- 
prlate to carry out the TEEM objectives* 

5. Provide TEEM Project staff access to appropriate client 
^ records. 

6. Provide staff participation through a consort lum^xonslstlng of 
TEEM Project staff, host agency and receiving agency 
repr^enXatlyes . 

Host Agency Benefits ^ > 

For "host" agencies. It Is an opportunity to provide placement service 
to an additional number of clients. The clients are employees and, as " 
such, are gaining paid work e^erlence. This Is a valuable asset to 
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the^lr gaining or maintaining credentials with the labor market* For the 
employee, the financial pressure of needing a job Is lessened by having 
a job* Counselors have an opportunity to help determine th6 mdst suita- 
ble type of job placement* The '*host** agency also gains some additional 
productive assistance at no payroll cost* 

Receiving Agency Role ' 
Receiving agencies are responsible for providing; 

1. An expanded ^^^^g^ of vocational choices for TEEM employees* 

2* Structured skill training* 



3* Identification ^nd location of suitable positions within their 
agencies* 

4* Budgeted positions to abs^b TEEM employees Into the regular 
work force* 

^ 5. Preparation of TEEM employees to take civil service tests. 

6. Participation In the consortium* 

7. Access to appropriate client training and progress records. 

^e system benefits the disadvantaged by opening a larger number of 
jobs, by broadening the spectrum of available jobs and by creating 
career ladders suited to their Individual talents and abilities. 

TEEM staff developed a system linking the recruiting and training ^ 
potential of human and social service agencies with the hiring needs of 
other employers which could significantly benefit employers while open- 
ing, new career opportunities to the disadvantaged. The service agencies 
can further enhance their community credibility and acceptance by hlrlqg . 
larger numbers of community people* They can upgrade the quality of 
their staff by retaining only those J^ndlvlduals best sultec^p human and 
social service work. By Insuring a constant flow of com^x^ty peopXS: 
Into and through an agency, the system enables the agency Hto constantly 
renew Its atcltud^s and assumptions concerning the need's, expectations ' 
and reactions of the client community* , 

T^ceivlng Agency Benefits 

^ * . \ ' ' ^ 

The receiving agency benefits most of all because such a system would 

help meet affirmative action requirements and commitments. Pa/tlclpa^ 

tlon In the system provides career-oriented members of the disadvantaged 

community to fill restructured entry-level jobs In the organization. 




Receiving agencies gain an opportunity to become familiar witji a wi^er 
range of potential employees. They are in a position to hire employees 
that supervisory and counseling assessments indicate could it Into 
their organizational structure. This sh($Uld be of assistance in up- 
grading staff by providing new employees with required talent and ^ 
aptitude. 

State Personnel Board Role 

The State Personnel Board assumed responsibility for""administrat Ion and 
x;oordination )of the TEEM Project which included; 

1. Provldlng/j^ssistance to agencies In designating and Implement-- 
Ing In-serVlce and out-service training to improve skills, 
abilities, and the promotional potential of TEEM employees. 

2* Assisting with the orientation/ and training of staff, manage- 
ment, and TEEM employees. / 

\3< Developing a ioh placement system for TEEM ^ployees and pro- 
viding other needed personnel services consistent with the 
civil service merit system. ' 

4V Providing technical personnel and procedural assistance to 

participating agencies where needed in recruitment, selection, 
transactions, training a;r\d Job restructuring activities. 

5. Providing limited supportive services to tEEM employees when 
such were needed by participants in the Project (emergency 
.transportation, training, and dental* hfe^lth care). 

6. Providing forms to keep records of employee personal data,/ 
progress and performance data, recognized ,j)roblems, recom- ^ 
mendations, and follow-up procedures. > 

7. Designing and implementing an evaluation system with the 
^s^istanc^ of host and receiving agencies^ 

Transitional Models 

In order to sample all potential markets where placement could occur, 
the Project involved the development and testing of five transitional 
models* tne'models demonstrated are: 

1. Hiring by the State agency with mov^ent to State agency. 

2. Hiring by a State agency with movement to a local agency. 
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3, Hiring by a local agency with movement to-a State agency, 

4* Hiring by a local agency with movement to a lCM:al agency. 
State or both. ' \^ ( 



5- Hiring by a public agency with movement to a private, employer- 

\ ' ^ ■ 

TEEM Phage II \ 

Because of a late start in getting the Project operating and because of 
unforeseen problems, TEEM was only^ partially completed at the end of the 
contracted time/ In June 1974, ^eo Phase I of the TEEM Project; was due 
to terminate, the U,S, Department of Labor agreed ^to extend the project 
through June 30, 1975, * to accomplish the following: 

V 

1; Complete the evaluation of th^TEEM process on the first 50 
trainees* . y "> 

2*. Develop a process to integrate the existing State Personnel 
* Board COo/WIN Jobs Program with California Welfare Reform Act 
salary subsidy Resources* Under this funding arrangement, a 
second hiring component of 25 to 30 TEEM trainees were ^ 
selected to: 

a- Test the outplacement and Transitional Models Three, Four 
and Five which had not Jseen tested to date. 

b- Provide a further ^est and refinement of the TEEM 
concept- 

c* Prov^e a new basis for a ,cost accounting system which 
was not satisfactorily developed during the initial 
^^■^ experience* 

Phase II o£ the TEEM concept was Initiated in July of 1974 based upon 
the following developments: ^ 

1, The Department of Labor national WIN office approved a request 
for contract waiver which permitted trainee funding using a 
combination of WIN/COD monies, 

2. The State Department of Rehabilitation agreed to participate 
as a host agency apd additionally to participate in receiving 
agency job development and plde'ement activities* 



*Another six months' extension was granted in order to complete place- 
ment activities and to allow for report writing- 
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The Employraent Development Department (EDD) developed a pro- 
cedure to make available WIN/COD job orders to TEEM trainees 
so that improved occupational matching and choic^was possible. 




4* A county willing to participate in the Project waff identified 
which enabled testing of Transition Models Three, /Four and 
^ Five* ' 

Based upon these developments, the TEEM process was modified daring the 
extension period as follows; ^ 

1* The TEEMProjeot was merged into the larger, ongoing Career 

Opportunities. Development Program* TEEM staff positions were 
combined with the COD operational staff and t\ie entire staff 
shared the TEEM work load, A Project time reporting system 
Atfas installed to enable identification and documentation of 
staff time expended on the TEEM Pro j ect . ^ 

2. An additional 27 participants were enrjolled in the Project. 

3*. The local-to-local, local-to-State, and public-to-private , 
transitional models received special emphasis aince they had 
not been adequately tested* 

4* The majority of participants' were recruited from the State 

Department jOf Rehabilitation* The Department of Rehabilita- 
> tion agreed to act as a host agency and participate in receiv- 

ing agency job development and placement activities* 

5. Rehabilitation assumed responsibility for providing compre- 
hensive testing and guidance and career counseling* 

r 

6. A Rehabilitation Counselor was added to the TEEM staff in late 
October 1974 to act as a liaison between the State Personnel 
Board, the Employment Development Department, and the Depart- 
ment of Rehabilitation and coordinate the activities of par- *\ 
tlcipants and their supervisors in Phase li* 

l\ The job development approach was modified to provide TEEM 
employees access to all WIN/COD job orders, thus providing 
a substantially increased occupational choice* 

TEEM Employee Funding 

Under the original contract proposal,* TEEM employee salaries were to be 
subsidized- by WIN/COD monies (50% WIN and 50% CQD) , but major problems 
developed with the funding which required several months to resolve/ft 
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Prior to initiation of the Project, the department of Labor, Employment 
Development Department, and the State Personnel Board were aware of the 
proposed method of enrollee funding and the planned modifications in the 
WIN/COD contract form which appealed acceptable to the EDD legal Btafi^j— 
However, when initial processing of an actual host agency contract 
began, EDD's legal staff concluded that the Department of Labor WIN on- 
the-job training proviaions precluded the use of WIN funda/in the TEEM 
process for. t\to reasons; 

1p win contracts with^the host agency were considered inappropri- 
V ate because the host agenty was not makj^ng a commitment for 

permanent employment* (Only the receiving agency wuld make . 

permanent commitments* ) / . - x 

2p The work performed* in the host agency was not considered ^^kill 
training in the occupation in which the enrollee would ulti- 
mately be placed. 

Since by design the receiving agency would not be identified until after 
the vocational assessment process^ it was not possible^ to contract; 
directly with a receiving agency* Furthermore, auch a contract would 
have invalidated one of the inducements to attaining the participation 
of a receiving agency - the opportunity to "try out" the enrollee while 
payrolled by the host agency before making a firm contractual comDmitment , 

if 

After some period of discussion, the second objection was resolved by a 
decision that^ all the training ^as directed to the total employability 
of the enrollee* This left only the iasue of a "proper party" for the 
on-the-n^ob training contact, 

because the uaua-1 WIN on-the-job training payment to employers equals 
approximately 50% of payroll costs, the State adopted a policy of pro- 
viding not more than 50% of payroll costs iti salary subsidy. Therefore, 
it was not thought possible to fund enrollee payroll costs at 100% from 
State funds. 

Furthermore, when the Department of Labor national office's WIN staff 

was asked to assist in finding an alternative, they interpreted the 

project as providing a 100% salary subsidy which is precluded by WIN 

reguiations* They did not accept the TEEM staff position that only the 

COD share (State) w^s a salary subsidy and that the remainder of the 

employer payroll costs was legitimately the WIN on-the-job training ^^-^^^ 

payment for^ on-the-job^ costs , They reached this conclualon because TEEM 

staff did not take adequate care in the proposal to describe the true 

on-the-job nature of the placement. Since TEEM staff was not seeking 

Enrollee Salary Funds and since the net effect of the Combined on-the-- 

job training payment and COD subsidy, was full reimbursement of payroll 

costs to the employer, the whole intent of this payment was not fulLy 

explained. 
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As a consequence of thle^mlslnterpretat Ion of Intent, however, the 
natlonar of f Ice did not study the jOBuee that prevented EDD from pro- 
cessing the contracts; instead, tV^y dealt only with t he "queet ion the 
inappropriateness of on-the-job training as a wage Bubeidy. ^ 

In the interim, TEEM staff was working on a host agencx contract for one 
of the local (county) part IcipantG (Phase II) * Interest Ingly , EDD' s 
legal staff approved the contract on the basis that the contract was 
with the Juriediction at large, not the host agency ^er se* The rationale 
in this case was thot the county adminlBtration and Board of Supervigore 
can commit to a^ permanent hire somewhere in the county employ and, 
therijfore, they epeak for receiving as well as host agencies. The 
situation is significantly different from the State systeio, wherein 
there is no single appointing power over both host and receiving agencies. 

Because of all the problems with identifying appropriate funds for par- 
ticipants' salaries, TEEM staff obtained a State Per^sonnel Board policy 
change to allow the use of Jobs money to fund salaries 100%. 

Funding - Phase 11 ^^ - ' 

£^ Aa stated previously, the Sacranlento County Contract was funded by WIN/ 
COD mpnies (50% WIN and 50% State); The remainder of participant sala- 
ries was paid through a contract (referred to as "special hires") 
between the State Personnel Board gnd the Department of Rehabilitation 
which resulted from a decision h^,|^epartment of Labor to allow WIN funds 
to be usted for private profit jbbs* This contract was broad enough^to 
allow placement in any capacity (i.e., county; State, private nonprofit, 
and private profit). 

Adminiatrative Structirre of TEEM (Phase I) 

The TEEM staff of Phase I consl*sted of a Project Director, three Job 
Developers, one Cost Accountant/Evacuations Analyst and clerical support 
(two staff-years). An organizational chart (shown below) shows the line 
authority, assigned to each individual staff member. 
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ORGAN IZATIQNAI. CHART 
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The Project Director was given responsibflityp^and authority for the 
entire Project and Project staff* A St^f CoorddSn^tor, under direction 
of the Project Mrector, served as coordinator, sdvisor and^ functional 
supervisor for three coordinators* An ifeValuatiore/iiost analyst was 
responsible for assessing the Project'^ progress/and activities toward 
its stated objectives, and establishii 
actual expenses involved with the Pre 



ect 



a cost accounting system to show 




One TEEM coordinator was outstatlpnefl in Lq;^ Ang.€;l%s to facilitate 
interagency operation of the Projerf, coordinate hiring, orientation and 
Interagency management of TEEM employees*. Additional responsibilities 
of the coordinator were to coWplle/and maintain information relating to 
specific openings in State s^vice and other emp^loying agencies; estab^ 
lish and maintain TEEM consortium participate in the evaluation pro^ 
cess; .travel to Sacramenta for meetifigs and information as needed; and, 
develop substation work assignm^ts witli ,the county, city and private 
employers* Two additional TEEM coordinators were located in Sacramento* 
Their duties included promoting transitional movement" of participants 
into regular civil service classifications and positions; negotiating 
with State and local agencies to obtain their participation in the 
Project as either hPst or receiving agencies; designing and (Trocessing 
interagency agreements and contracts as needed; conducting inc^jagency 
consortium meetings and employee orientatipft meetings to interpret 
personal matters, explain the use of TEEM employment lists, and exami-* 
nation schedules &nd processes* ^ 

Recruitment and Selection of Phase I TEEM Employees , 

California state civil service positions are filled from eligible lists 
established t^frough comp^itive examinations. Candidates who are sue- 
cessful in t\}e testing process are placed on an eligible list by 
obtained secures* Departments may select from one of the top -three 
scores to fill an open position. 

The State Personnel Board established the classification of TEEM Aid and 
TEEM Assistant as two ^pfreentry l^vel classes to be used irr Phase I of 
the TEEM Project. These classes were the vehicles used in State service 
to recruit and train persons to serve in the TE&I Project to perform 
unskilled, semiskilled, and skilled worjt, bath in human services and 
other public, service occupations* 

These two broad classes were deVeloped to enhance the control of the 
Project and reduce the administrative record keeping in the movement of 
participants from one department or one. function to another. 
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^jE^^ncumbents in these classes were extended, permanent civil service 
r^^*status. This differed from other COD classes where an individual 
- >v^ entered! State service in' an occupational ladder as a. temporary appoint- 
"^^ment. As TEEM incumbents reached appropriate levels of skill and, as 
job opportunities occurred, th^fey either jtransferred to. another COD class 
at the same level, cQmpeted ±4 examinations for CC3) classes at a higher 
j levels or competed in examir^SFions for regular civil service entry 
^ classes in. appropriate occup^^tions. Persons hir^ in the classes of 
^ TEEM Project Aid or Assistant who, after counseling, did not demonstrate 
^ipotential for advancement, were dropped frgm the Project. 

The Recruitment and Selection Plan for Phas^ I was designed to be com- 
tp^tible with the existing California State Merit System. It is impor- 
tant to realize that, although the target group was comprised of dis- 
aifvantaged who normally fall outside the skill and experiende range 
needed to enter civil service, most of TEEM's Recruitment and Selection 
Plan could be dup3^icated by other programs or projects of other public 
agencies. ^ ^ 

Important feature^ of TEM's Recruitment and Selection Plan include; 

1- A minimum qualification prevision which insured that only WIN- 
eligible (and therefore fundable) persons cfould apply. 

- ^2. The examination was held only in participating offices 
located in the j^specif ic geographic areas whi^ h^d been 
designated as TTEEM's target areas. 

^ .' * 

3. Publicity time which was held to legal Mnimums to focus on 

primarily counselor-referred applicants^. (When combined with 
L 1, and 2., a highly selective pool of applicants iJas developed.) 

A difficulty antic:^pated with the Plan was that a host agency coujd not 
be guaranteed access to their own clients* Their clients would not 
necessarily be reachable on the eligible lists, that is, among the top 
three. An important selling point for the TEEM Project was potentially 
impaired. Fortunately, numbers were far smaller for the Project than 
for most other classes. Eligible lists were therefore cleared expe- ^ 
ditiously fenough to allow host agencies to hire most of their own clients. 

TEEM Project Aid ^ 

The classification of :^EM Project Aid was established for enrollees who 
had.no previous work experience< Enrollment In both the WIN Program and 
client services of either the Departments of Employment Development, 
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Rehabiiltatlon, Mental Hygiene, Youth Authority, or Corrections were 
required as mihimuII^ qualifications for entrance into the selection 
process. The salary range for TEEH Aid was $440 per month through $484 
per month. 

TE£M Project Assistant 

Jlinltnum qualifications for entrance as a* TEEM Project Assistant were 
either six months' experience as a TEEM Project Aid or ®ne year of paid 
work experience in *a soclatl service, mechanical , technical , maintenance, 
Or servicq^ occupation; and enrollment in the WIN Prograp and receiving 
services from the Departments of Employment Development, Rehabilitation, 
Mental Hygiene, Youth AutHoriby, or' Corrections. The TEpM Project 
As^stant had a sala^ ran,ge from $509 per month through $562 per month. 

TEEM Employee Work Assifinii^nts . , ^ 

During ttie training perlodl, TEEM employees were not assigned to fill a 
position normally held by & regular civil service employee, either in 
tiost^ c^celving agencies!. The TEEM Employee was treated as an extra 
employee in each agency (nOt replacement). When the TEEM employee met 
the min^rmum qual^icationsinormally expected of ' persons doing similar 
MorTc, the employee was hir^d Into a vacant position. 

Recruitment and Selection of Phase II TEEM Employees 

Ph^se ll TEEM employees wej|e referred by the Departments of Rehabili^ 
tation and Employment Development. TEEM staff arid the referring coun- 
.selor screened applicants prior to appointment to positions. Basically, 
screening techniques consisted of subjectively measuring interest, 
'achievement,, and abili'ty td perform* given tasks. Twenty-seven parti- 
cipants were hired in Phasd II- Eight were placed using WIN/COD con- 
tracts and 19 were placed ulsing the "Special Hires" concept. A contract 
between the Departments of Employment Development, Rehabilitation and 
the State Personnel Board allows Rehabilitation to hire their clients 
who receive we]jfare cash grants into temporary . posit ions (9 monthg ma« 
mum). Then, under the Special Hires^ concept, these, clients can be 
outstatiohed in any appropriate job in any agency whether it be a publ^ 
or a private employer. *! 



bl*t 



In Phase I, clients could ndt be funded in private-profit agencies, nor 
we're clients given a definiqe employment time frame. Phase II clients 
and their co^unselors knew ttet permanent placement had to be accomplished 
within nine months or termination resulted. The pressure of a deadline 
was a tool designed to force^ counselors and clients to shorten *'host** 
agency time and allow adequate time for on-the-job training and, as 
such^ was effective. ; 
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Consortlums 



ts^vly in Phase I,* consortiums were established as an integral pa^t^of 
the Project* Consortiums were a series o£ regular communication meet- 
ings to increase the chances for pfermanent employment of the partici- 
pants. The initial consortiums included host agency staff only* Later^, 
the consortiums added receiving agency staff to develop realistic plarfs" 
for transition of the participants from the host agency to the receiving 
agency* Consortiums ^ere also used to share information about individual ^ 
participant, problems and performance* ' '\ 

Orientation 

Ail TEEM participants and their supervisprs were scheduled for orlenta-r 
' tion close, as possible to the start of employment* Subjects covered 
ijn orientation meetings iiTcluded: * ^ 

1* ^ An explanation of th^ TEEM concept* ^ > 

2* The purpose' of stay in the host agency* ' , 

3* The purpose of placement in the receiving agency*' 

4* Ml explanation of training and exposure. in a skill ^nd the 
possibility of permanent employment*. 

5* General information ..about attendance, promptness, attitudes, 
ability to relate to other people, motivations and interesus, 
etfc* * 

Upon entering the receiving agency, the employee was again gi^en similar 
orientation* This session was designed to" introduce the employee to 
actual on-the-job training* A training pYogram was explained (either- ^ 
X orally or written) so that the employee and employer had a mutual under-r 
standing of what^jjgas expected from each party* 
"J 

Receiving agency negotiations V 

* 

There was little difference between the type of negotiations involved in 
the TEEM process and the regular WIN/cOD process* ~ Employers were con- 
tacted to determine their interest and appropriateness of their parti-v 
cipation in such a project* When agreement was reached jup6n the terms, 
a contract was written between the State Personnel Board and that 
employer* 
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PART III 



PROJECT X)PERATION 

V 



TEEM Strategy * - s 

TEEM strategy has been grapfilcally presented, by the flow chart contained 
in the next fo»^r pages of this report- /The flow chart sh'ow^the^ steps 
of the Project and their order 6t profession- In order bo sljrip^ify the 
identification of roles and responsiMlities, each unit involved with 
the^xoject has been listed separatelV^Ui^^the chdrt , 

The flow of Phase I and Phase II was identical with two exceptions: 

^ ■ 4 

1* Use of thS , consortium' concept was eliminated in Phase II- The 
major reasot) for discontinuance was because members indicated 
meeting^g^were not sufficiently productive, .based on the -sihaller 
number of Phase II participants, to warrant continuance, 

2- Another difference was that the t^se of TEEM Aid and TEEM 

Assistant classes was eliminated and COD classes were substi*^ 
tuted-. The Reason for^this change was that in Phdse I, parti- 
cipants were allowed to gain permanent civil service status, 
even though seve¥^ of them were either not capable or not 
willing to perform the duties assigned- Understandably, host 
agency supervisors refused tcJ hire , an unproductive trainee* 

Therefof^, the State Personnel Board was left with a permanent 
Employee who. was unproductive. Since COD classes do not 
provide permanent civil status, a nonproductive participant 
could be readily dropped from the program* 
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TEEM Handbook 



Because of misunderstandings with the project ai\d communication prob- 
lems, a tiandbook was written and distributed tp all persons Involved In 
TEEM* ^Generally, the Handbook explains the TEEM process in detail and 
can be used as a "recipe book". For e^E^mple, if a person doesn't know 
how or when to fill out a particular form, the Handbook may be consulted* 
If the explanation In the Handbook Is not clear, a list of contact 
persons and their telephone numberis is available for "reference* 

As problems arose, the Handbook was modified*- To.be functional, it is 
Important for a handbo^^ be updated and current* A copy of the TEEM 
Handbook is located in appendix A for review* 

V 

' Questionnaires 

4 

In order to gain the perspectives of both TEEM employees and supervisors 
two questionnaires were constructed - one to be completed by the super*- 
vlsor/counselor and the other to be completed by -the TEEM employee* The 
questionnaires were designed to gather individual perceptions regarding 
the project (see Appendix B for details)* 

* J 
The employee questionnaire 'included questj^ons regarding how the employees 
felt about their job and the orientation and training provided on the 
job. Other questions delved into how the employees felt about the 
amount of time spent in the host agiSncy and theiir treatment by other 
employees and supervisors* 

The supervisor/counselor questionnaire included questions as to how well 
theyTEEM employee performed compaiped to the '^regular" employees* The 
questionnaire also solicited responses regarding the number of super- 
visory hours needed for TEEM employees as compared to the hours used 
with '^regular" employees. It was planned to use the comparative data in 
the cost/benefit evaluation. 

In order to ensure consistency, a TEEM staff member interviewed each 
personi who filled out a questionnaire to give explanations and to write 
down any verbal responses not covered^ty the questionnaires* Question- 
naires were administered prior to completion of each phase of the Project 
allowing each person ample time to ga:fiF=i«xperience and ^rm opinions 
regarding the Project* Part IV will show the findings of the question- 
naires and responses from the interviews* 
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Cost/Benef it 

The evaluation of the TEEM Project takes advatitage of the existing cost/ 
benefit evaluation system developed by COD* Information was collected, 
tested and analyzed using the Jobs Program Evaluation Model by Inserting 
TEEM data Into the Evaluation Model fonnula* ^ 

Information was collected op each Individual participant hired In the 
TEEM Project a^ follows; 

1* Welfare history for five years before and five years Rafter 
TEEM Program participation. Including cash grant ainoiints and 
child care benefits received, Medl-Cal eligibility, food stamp 
bonus value eligibility, and social services received*^ 

2* Employment and earnings history for one year before and ^Ive 
^ years after TEEM Program participation. Including ref 
gross earnings and the occupations In which TEEM Progrt 
participants are employed* 

'f ■ 

3* Personal characteristic data. Including age, sex, ethnic 
group, and education background of the TEEM Program 
participant* 

In order to show cost benefit, four groups are Identified as beneflcl^ 
arles of the TEEM Project* 

I 1* Beri-efits to Government - welfare savings (including savings 
from the cash grant, Medl-Cal, food stamps, child care serv- 
ices and social services) and Increased taxes paid by former 
welfare recipients now productively employed* 

2* Benefits to\ Individuals - Increased disposable real income for ' 
TEEM Program participants earned through gainful employment* 

3* Benefits tt) Employers - subsidized training of future em- 
ployees, reduced personnel turnover and equal opportunity 
recruitment and employment practices* 

4* Benefits to Soclety-^at-Large - Increased productivity and de*- 
creased public dependency, unemployment and associated social 
problems* 

The Jobs Evaluation Model Is designed to use a 20% random sampling of 
all participants entering COp-^developed jobs* In that program the 
sample group Is approximately 1200* Because of the limited number of 
participants Involved In TEEM, Information x*as collected and computed on 
all participants* Table 1, TEEM Cost/Benefit Analysis, follows which 
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shows cost/benefit data f rom^ the above-mentioned sources* The reli- 
ability of the information is questionable since the Evaluation Model Is 
designed for a different program but does supply a guide as to success. 

A direct cOEnparlson between the Jobs Program and the TEEM Project Is 
difficult. Participants hired under the Jobs Program were never allowed 
to exceed IS mqnths ifi oii-^he-job training, while several TEEM parti- 
cipants were subsidized for almost tijo j^ear^* " However, a comparison 
between TEEM and the Jobs Program will be made regarding tot^l benefits. 
(See Part V on findings-) 

Throughout the TE^ Project, staff attempted to construct a method of 
defeemjinlng project costs which would i>e applicable if the concept were 
Implemented into ^ongoing program, As a result of these efforts, a 
monthly exception time sheet (see Appendijc C) was designed. The purpose 
<S8 the time sheets was to measure the amount of extra time needed to 
supervise TEEM employees, as compared to regular employees. Any extra 
time was to be considered the variable cost which could be expected If 
this concept were incorporated into an existing program. TEEM staff 
decided that the logical person to fill out the time sheet was the 
Immediate supervisor of the TEEM employee, since the bulk of variable 
costs was associated with the supervision process (e*g. , orlent-ation, 
training, wotk-related counseling, etc*). 

Supervisors resisted completing the exception sheets because they felt 
It was too difficult to keep close track of time for reporting purposes. 
Many TEEM staff hours were devoted to monitoring the submission of these 
forma* Whglle int^Vvlewlng the participants and their supervisors, ^staff 
learne<J that most supervis>ors did not accurately reflect the actual time 
spent with employees* Irfstead, the questionnaires were filled out 
simply to satisfy a requirement, therefore, the data ^on the time sheets 
are inaccurate ^d cannot be used as a measuring device. t 



TABLE 1 

TRANSITIONM. EMPLOYMEMT EXPERIMENTAL MODEL 
TOST/BENEFIT ANALYSIS 





1st Year 


2d Year 


3d Year 


Ath Year 


5th Year 


Total 




Actual 


Actual 


Estimate 


Estimate 


Estimate 


Estimate 


Program benefits 














Welfare Grsint Savings 


$1,161 


$2,222 


$2,669 


$2,732 


$J..125 


■ $ 9,96^ 


Medl-Cal Savings 


289 


799 


997 


1,031 


A 30 


3,54/ 


Child Care Savings 


9 


62 


83 


• 90 


39 


265 


Food Stamp Savings 


116 


386 


A88 


507 


213 


1,710 


t Sqclal Services Savings 


28 


77 


95 


98 


Al 


339 


Administrative Savings 


A33 


912 


1,109 


1,139 


A71 


A, 064 


Total Welfare Related Savings 


2,018 


A,*A58 


5,AA1 


5,597 


.2i319 


19,833 



Increased Govemment Revenue 

Federal Income Tax 

State Income Tax 

State Sales Tax 
Total Taxes 
TOTAL GOVERNMENT BENEFITS 

INDIVIDUAL PARriCIPANT BENEFITS 
Incr^sed Annual Disposable 
Income 



32 

33 
65 
2.083 



18 
18 





137 


168 


33 


33 


33 


33 


170 


201 


5,A7A- 


5,767 


2,520 



1,A36 - 789 



997 



- 8A6 



+1,263 



337 

• 150 
- A87 
20,320- 



+ * 67 



COMBINED GOVERNMENT AND PARTICIPANT 
PROGRAM BENEFITS 


3,519 


3,687 


A,A77 


^.921 


3,783 


20,387 




PROGRAM COSTS 

1- SALARY SUBSIDY 

2. FRINGE ^BENEFITS 

3. ADMINISTRATIVE COST 


A, 576 
915 
61A 


1,525 
305 
205 


0 
0 
0 


0 
0 
0 


0 

0 
0 


6,101 
1,220 
819 


TOTAL PROGRAM CpSTS 


* 6,105 


2,035 


0 


0 


0 


8,1A0 





Using a 5% annual interest rate, the present or discounted value of $20,387 is $17,57A, 
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^PART IV 



STATEMENT OF HYPOTHESES 

L . 

A complete list of hypotheses Is shown below* Part V (Fln<}lngB) will 
provide findings available from this Project pertinent to the appro- 
priateness of the stated hypotheses* 

A* Employers can be persuaded to participate in the TEEM Project even 
If they have not participated in manpower programs in the past 
because T 

1* It assists them in attaining their affirmative actl^ com- 
mitment^ It is assumed that the target group for Pro- 
ject will have a disproportionately high representation of 
ethnic minorities and vjomen* 

2* It provides employers ^more in-depth information on the poten- 
tial employee's bac4cground, skills, and work habits than other 
manpower program^. Information about a client .i-/ill be availa-- 
ble from case workers to more fully detail an individual 
client's needs* Additionally, the host agency experience with^ 
a participant will be available to employers, 

3, It pr'ovides employers an opportunity to "try out" a^ employee 
without the normal administrative paper work necessary to put 
someone on their payroll or to obtain reimbursements* The 
process of "out stationing" an individual is a relatively 

^ simple one which could be negotiated quickly, for example, in 
a single telephone call* 

4* It provides an employer with additional staff at no payroll 
costs* 

5- It will increase the potential for providing placement serv- 
ices to a larger number of clients increasing the success rate 
of agencies and thereby Increase their credibility of human 
services agencies within the community* 

6* It will facilitate employment of persons recruited from case * 
loads, adding a new demension to human service agency staff < 
Such a recruitment process will add a client orientation to 
the staff so that th^^isadvantaged might be served by the 
formerly disadvantaged* 

7* It provides an adequate pool of participants from which em- 
ployers can select those best suited for their job assign- 
ments* TEEM will provide a number of persons for a position 
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bllng th^eraployer to make a choice of the best qualified 
contrast tb e^piQe manpov/er programs wherein .participants a!te^ 
selected by a counselor perhaps tmfamlllar with the 
^ employer's work environment; 

The TEEM process will: 

1. Increase the participant's chance for permanent employment fey 
providing current^ successful^ paid work experience* It Ifi 
assumed that most of the client group will have gaps^-n thljSlilr 
employment history which will raise questions In the minds of^ 
employers as to the suitability of the client for permanent 
employment. * ^ * 

2. Provide a variety of jobs and thereby lead to more permaxieTrCe 
In "job placement" because of the opportunity for better 
participant job matching* A client can be exposed to several 
types of work which will increase the oj^portunlty to Identify 
an occupation a client will find meaningful*^ 

Human services agencies are effective as host agencies because! 

1. Their staff are generslly more responsive to the participant 
as a person and thereby create an atmosphere of acceptance 
which assists participants to adjust to the xjorld of work* 

2. They are able to provide vocational assessment and guidance to 
the partlclpsnt to assist the participant In the selection of 
the most appropriate career. Professional counselors are 
available In these agencies whose services can be made availa- 
ble on Informal^ as needed basis. 

3. They have the capacity to outstatlon Incumbent preprofes- 
slonals who are best suited for other than human service 
occupations* The staff has continuing contact with the ejitlre 
labor market and can readily Identify appropriate job ^ 
opportunities . * 




PART V 



findin6s ^ 



The findings stated here are based on documented reports, formal and In*- 
formal interviews, statements made during consortium and other meetings, 
and TEEM staff's observations and analysis. 

One major aspect of the Project was to demonstrate its feasibility as a 
manpower absorption program* The theoretical basis for a manpower 
absorption program was that periods of economic downturn would be accom- 
panied by a rise In unemployment and an Increased demand for services 
from human services staff* The temporary Increased demand for services 
would require additional staff, thus providing the motivation for human 
services agencies to participate as host agencies* Since the Project 
actually began, the theoretical set of an economic downtutn with rising 
/unemployment has been a reality* 

A* Following are the reasons employers participated In the TEEM Project 

1* It assisted them In attaining their affirmative action comr 
mltments* The ethnic composition of TEEM employees was as 
follows; (41) 53*2% were Black, (ll) 14*3% were Spanish 
speaking, (23) 29*9% were White, (1) 1,3% were native American, 
and (IX 1*3% were classified as other* (49) 63*6% of tha 
participants were female, while only (28) 36*4% were male* 



2* In-depth information on potential employees' background, 

skills, and work habits was considered Useful for ^employee ^ 
selection* Many .employers expressed appreciation for this 
Information and Indicated that this type of Information was 
not available from prior manpower programs* They recommended 
that this practice be continued* 

3* The opportunity to "try out" an employee without the normal 
administrative paper work necessary to put someone on the 
payroll was considered one of the more positive aspects from 
the employer's standpoint. Ordinarily employers must complete 
employment forms, set up accounting records on each new 
employee and make allowances for the empi^oyee in the budget* 

There was a definite problem with all clients being hired by 
the State Personnel Board in permanent status classifications 
and outstatloned in other agencies* Som^ employees were 
unab^ to perforin the jobs in which they were assigned, yet 
their supervisors did not counsel or discipline them as they 
would a regular employeeV^^Thls resulted in the nonproductive 
participants gaining permarfent civil service status This 
caused a dilemma because syrpervlsors refused to document the 
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reasons for not hiring a participant while concurrently allc^^ 
ing tlie participant t*tr permanent civil service status. *Since 
permanent status, once gained, cannot be removed without 
considerable detailed documentation about the employee's 
nonperformance, this caused obvious problems for the TEEM 
staff in locating other placements or terminating the / 
employees* * 

4. Host agencies needed added staff at no payroll cost t^them. 

5. Human services agencies were able to utilize the added employ- 
ment opportunities to place their ^clients . 

6. Host agencies retained participants who were deemed suited for 
f employment in the human services field. From 76 participants 

employed. in the Project, (13) 16*9% were retained as employees 
in the host agency. However, these partlcif&nts were not all 
retained by human service employers* Seven of the 13 parti- 
cipants wet^e Sacramento County employees (6 participants in 
general services and 1 with wel*fare) serving as the host 
agency, and were retained by the County as employees* This 
results in (7) 9% of the participants being retained as 
employees in human servic^ agencies* 

Several host agency employers stated that the participants 
were g^od employees, but could not perform the specific 
duties required in their organization* 

The concept *of a participant pool was not adequately tested. 

During the first two years of operation, the prpject had, an eligi- 
ble list which provided an adequate supply of candidates from which 
to select* It was planned that TEEM employees would be selected 
through the consortium process and then placed in the referring^ 
host/^agency for th^ orientation tc^ the world of work phase* 
Becausg_^ the lengthy delay required to resolve funding problems 
discussedMn Part II, this process did not occur*. Isistead^, parti- 
cipants werfe placed in^host agencies until they were considere^^ 
ready for training. TEEM staff then sought a specific placement 
with a potential receiving agency* As a result, hypothesis A-7 was 
not adequately tested; - " * 

Both employers and partj^cipants believe the TEEM process increased 
participants chances for permanent employment* 

1* Current, successful, paid work experience increased partici- 
pants chances for permanent employment* Information regarding 
this perception was gathered through interviews* with receiving 

■ I' 
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agency employers and participants* However, there _ls no _ 
statistical data to quantify the degree of Increased proba- 
bility If any for permanent employment. 

2. A variety of jobs were madfe available to TEEM participants;. 
' however, because of the limited number of participants and 

* Jobs, It would be arbitrary to assume that 'each participant 
had a better job match than with Qperatlocial manpower* pro- 
grams. Many TEEM participants who, obtained permanent Jobs 
\ felt they m^ht not have b^en successful without thetvo*-step 
hiring process* Although there were a few persons In TEEM who 
did have good work records, most participants selected were 
those who could berfeflt from the two-step process, l*e., WIN 
^^:,^_r^llglbles who had little or no work experience, who had not 
/"wQrked In a long time, etc* 

^ [ ■ . . . ■ ■' ■ 

Human service agencies are not necessarily the most effective host 
agencies. 

A host agency need not be a human services agency, but any employer 
willing to participate. 'An analysis of*, placement data Indicates 
that the human service agency Issue Is Irrelevant In terms of an 
agency's success as a host agency* The Immediate supervisor tends 
to make the greatest difference In the employee's success -irrespec- 
tive of" the type\)f agency Involved* For example, SaCrajnento 
County made a connnltment to act as a host and receiving agency to 
seven participants* All sevee part^^clpants were hired permanently 
by.v,the County upon completion of on-the-job training* Each of the 
" supervisors selected the Individuals that they wanted-to train and 
ultimately hire. While several of the partlclpahts hired by the 
County had varlou3 personnel problems through the projj&ct, the ^ 
supervisors worked with the employees to resolve the problemsi. 

1. The staff of human service? agencies did not prove to be more 
responsive to participant problems and needs than staff of 
nonhuman service agencies* The- Immediate supervisor tended to 
be the key factor* If the supers^or was compassldnate, 
understanding, and motivated toward achieving the goals of the 
program while at the same time objective in evaluating the . 
individual » the employee had more chance for success* 

2* It was Important for ^n employer to prdvlde counseling and 

vocational guidaiMne to TEEM employees. Most participants have 
little knowledge of ttfe labor market and of the types of jobs 
available to ^theia* Also, ftany participants had personal 
problems and needed counseling, which was adequately provided 
by the immediate supervisors* 
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3. Although' human services agencies hJ^ve the capacity to out-- 
station incumbent preprof ee^lpnals,^fhis does not mean that 
humaii service agencies should be v^4A e^cclusively as host 
agencies*^ Participants usually need help with plac^ent a:^&e 
many times they have little experience in finding employmeift: J 
However, placement assistai^e can be provided by the referring 
agency without acting in the host agency capacity* 

E* It is essential for orientation to be provided to participants*' 

supervisors, and agency administration/ While interviewing the i 
people involved with the project, the one statement made most oj^ten 
was, '*We need more information as to ^how the project works and w^at 
is expected of us*'* 

F* A TEEM Handbook was written and dist^buted to help clarify the 
areas of concern listed in Finding li^ HoWever, the Handbook was 
■ either not understood or not read. Also* several persons stated 
'.they ^d not received a Handbook* * * r 

G. The consortium is useful in establishing lines of commuiiication and 
mutual trust among participat agencies. Several members of the 
consortium stated ^haf^ ttJ^^lKSPRi a consortium did help in working 

. ovLt various problems ^or participants, as well as for participating 
agencies* Members of the consortium indicated that a chairperson ■ 
is essential in directing the groujr^discussions* The lack of a 
strong chairpersop resulted in discussions on tangential issues and 

*the omission of important* problem areas* Some members felt that 
too many hdurs were invested- for too few clients. They felt. that 
time could be better ytillzed elsewhere* Without the strong chair- 
person, the consortium .has a tendency to fall apart and become 
di^functional , ■ ^ 

H. Questionnaires and Interviews with TEEM employees and their super-- 
visbrs .revealed that a^ short period in the host agency was prefer- 

, able* Participantshave a tendency to develop personal attachments 
to the host agency and to their assigned jobs, resulting in the 
participant having another period oif adjusting their attitudes 
about' moving into another agency and job* There Vas ^Iso a tend- 
ency on the part of some counselors to *'forget" about their clients 
when there was no specified length of time for the participant to 
remain in the hosit agency* There were some cases where partici- 
pants remained in host agencies long^ after they were ready for 
placement in a recei-^^^/agency* 

I* While TEEM was operational, findings other than those hjrpothesized 
were reat^ed* These findings are listed below. 
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A total of 76 pardiclpants were hired in the TEEM Project, of whom 
52 or 68% were transitioned into permanent jobs* Phase I was most 
successful in (placement 'activities with a rat;e of 38 or 76%* 
Phase II placed l4 or 54%- 

This differeHce &an%e_jexij^ined in the followljig-ways: 

1. XKere were more tbtol staff hours involved with the placement 
of Pha^e I participants* . 

2* In Phaise II, most TEEM employees were^ehabilitation cliencB, 
In ge^ieral, disabled clients are more difficult to place than 
nondi^abled clients* ^ * ^ 

\ \ 

3*^ Participants in Phase ""ll who were unsuitable were terminated* 
earl^ in the host agency; whereas, marginal employees in 
Phase I were kept on the payroll until a job was found, result- 
ing in an extraordinary amount of map-hours being consumed* 

r 

A cotuparison between the TEEM l^roject and the WRA*-Jobs Progr^ 
reveals little difference in terms of *'total" government benefits* 
However, there is a significant difference in the "combined govern- 
ment and participant program benefits*', TEEM has a combined benefit 
of $20,387, whereas the Jobs Program shows a comlAied benefit of 
$33,371* This differe^nce is explained by the types of jobs in 
which TEEM participants were placed, compared to the types of jobs 
in which Jobs participants were. placed* Many Jobs participants 
have been placed into skilled jobs, such as a rapid transit bus 
driver earning approximately $15,500 per year* In contrast, TEEM 
participants are placed in semiskilled and paraprofessional jobs, 
in which no TEEM employee is earning more than $12,000 per year* 

Salary subsidy is higher for the TEEM Project than for the Jobs 
Program primarily because TEEM is e^tperimental in nature. How- 
ever, if the two-step hiring corus^t is* incorporated into an ongoing 
program, it does not appear' thall program costs will increase* 

I 

Because the bepartment of Rehal^lilitation "Special Hires" contract 
has the same Iba sic features and was incorporated as a TEEM com- 
ponent, the results of the component project are present_ed* 

I' f * * 

1* The "Special Hires" conttact has proinptSed placement of a total 
of 242 Rehabilitation clients* From the 242 clients, 64 have 
been placed into permanent positions; 38 have been terminated 
or resigned and 140 are^ still in on-th^-job training. This 
results in a retention rate of approximately 63%< Considering 



40 



-6- 

r I- 

the argument'tihat disabled persons are more difficult to 
place, this demonstrates considerable success* In comparison, 
the WRA Jobs Program achieves approximately 63% and most of 
their clients a^e not disabled* 

2* Successful permanent placement appears to be primarily a 
function of t)ie interest and motivation of the counselor* 
Some Rehabilitation counselors had little difficulty obtaining 
high retention rates^ while other counselors had very low 
retention rates* Counselors whp w^re considered as successful 
worked closely with their clients in all aspects of coun- 
seling* The counselors who seemed to^experience the most 
difficulty with retention rates had a tendency to place 
clients in a host agepcy *and ^'forget** about them: 

Supervisor/counselor Questionnaire 

Personal interviews were conducted with supervisors,\ counselors and 
participants in aif attempt to measure cotfts and to develop *'field'* 
Input in the final ^evaluation*"" The following ±b a result of the 
interviews: 

1* In host a^enc\es, 68% of the participants* were placed- in 
^ "pro(|uctive" jobs; while in receiving agencies, 86% of the 
participants were placed in "productive" jobs* 



In host agencies, 69% of the participants provided "addif- 
tional" oi: I'increasj^d" services, while in receiving agencies, 
81% of the participants provided "additional" or /'increaised" 
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69% of the participants provided "addif- 
aSipd" Rf^.Tvicf^.a. xJhi^f^. in receiving a^f^nr: 

services* \, 

* 

In host agencies, 69% "of the participants had work output 
ranging from "comparable" to "much more" than regular 
employees* 

* * 

In host agencies, 64% of the participants were available for^ 
produc'^ive work ranging from "comparable*'' to **much nibre" than 
regular employees,, while in receiving agencies, 61% were ^ 
available for productive work ranging from "slightly less" to 
"maich more" than regular employees* 

In host agencies, the supervision required for participants 
averaged approximately 1^ hours more per week than for regular 
employees, while in receiving agencies, the average partici- 
pant required less than an hour of added supervision* 
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6* Questionnaires were r>pt useful in measuring costs* It""was 
planned to use the Exception Time Sheet as a tool to recovet 
cost data. As was discussed earlier, the device was not 
successful 3ince supervisors' did not complete the documents 
accurately* Therefore, questionnaire items attempted to 
secure the missing information* Since the supervisor based 
their questionnaires on hazy memory, the information developed 
was unreliable. 

Participant Questionnaire 

Personal interviews were conducted with participants' in an attempt 
to develop final evaluation input. 

1, Of the participants interviewed, 85% felt they were in a **pTO- 
ductlve" job, 76% felt they received adequate orientation, 72% 
felt they received adequate training, 52% felt they received 
adequate career cotinseling, 63% felt they received adequate 
counseling on t^ersonal ma^tters. When asked about the length 
of their host agency expe'l^ience, 65% felt it had been ade- 
quate, while 24%*^felt'it had been tbo long* 

2* During tt^e ho^ agency experlen,ce, 74% of the participants 

"felt they had not been treated differently than the "regular" 
employee^- Of thfe who felt they had been treated dif- 
ferently, 44% felt tQey were treated differently by the 
employees, 38% by supervisors and. 19% by management. 

3- Participant reaction to their treatment during the receiving 
agency experience^ was almost identical to that of the host 
agei^cy. While in the receiving agency, 31% felt they were 
tre4ted differently, while 39% felt they were treated differ- 
ently by other employees, 39% felt they were treated differ- 
ently by supervisors and 22% felt they were treated differ- 
ently by management* While 50% of the paerticipants felt this 
treatment had hindered their adjustment to the work environ- 
ment, 67% felt the treatment had no negative effect on their 
ability to leatn the job*. - ^ 

4. An iijteresting finding was, pi those participants in receiving 
agencies' in Phase I, only 60% felt their job assignment matched 
their abilities, skills*' and interest. In Phase II, 92% , felt 
their job assignment matched their abilities, skills, and 
interest* Phase I and II combined showed 70%* 
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RECOMMENDATIONS 



The following recommendations reflect results froni findings in the pre- 
ceding chapter* Jlecctfomendations have been listed in the similar order 
as the hypothese Strand findings. 

TEEM was tested during an economic downturn associated with high un-- ^ 
employmerit . Whether the two step hiring concept would he suitable a 
different economic ^t is unknown. The concept is recommended for use 
during an economic downturn. ^ 

A. Because of the positive findipge regarding employers participation 
^ in the. project, the following recommendations are made* 

1* Recruitment fo^ mliiorities and women should be a|^ontinuing 

practice for manpower programs. The high level of affirmative 
action success in TEEM was the result of strong recruitment 
efforts* 

^ i . ' 

2. In-depth information on the potentialr employees* background, 
skills, and work habits should be m^e available to employers* 
Such information involves the employer to a greater degree in 
selection and refsults in a higher retention rate. 

Since numerous problems developed with hiring participants 
into State service in a permanent classification, it is 
recommended that COD classes or temporary appointments be used 
as the vehicle for hiring participants into civil service* 
This policy may caQse the employer to become responsible for 
hiring and termination of employees* Temporary appointments 
are recommended tor employment outside civil setvice* A 
participant can be hired by the referring State agency and 
outstationed into a public or private agency* The total 
period of employment should have a written training plan 
whicri includes a definite time frame, in terms of , months, to 
evaluate the employee*s performance. At the end of tlie v 
peribd, successful perfoirmance should be recognized ^with \ 
permanent appointment and the unsuccessful employee 
terminated* * 

4* Host agencies were motivated to participate in TEEM partially 
because they gained extra help at no payrolV cost to them. It 
is recommended that participants' wages continue t(? be sub- 
sidized for a specific contracted period ot time. This 
aspect has offered Incentive for host agency employers to 
participate^in the project and should continue to be an in- 
centive in ongoing programs. 
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5. Since human services agencies have the capacity for providing 
placement and other services to participants, referring agen-- 
cles should provide .these services. 

There is no reason to deviate from this policy regardless of 
where^ participant Is placed. 

/ (P- 
6* EarlftT placement In the receiving agency Is recommended. 

Participants should not remain in a host agency when they are 
ready^ for training* If a host agency Is willing to continue 
the participant Into the training phase and function as the 
receiving agency, then the agency should be willing to coimnlt 
a job to the participant* 

7. Since the participant "pool" concept was not adequately 

tested, future manpower programs will have to make their own 
decision regarding this Idea* However, Interviews with 
supervisors did reveal that employers preferred to Interview 
^ several people for each job opening* '* ^ 

Rehabilitation's "special hires" contract has been successful using 
the TEEM concept and, therefore. Is jrecommended to be continued. 
If a "special hires" concept 1^ Incorporated Into other manpower 
programs, close monitoring Is essential. Counselors usually have 
pressure to provide large numbers of placements and do not always 
have adequate time for the necessary postplacement follow-up needed 
with the TEEM process* In large manpower programs, this need 
becpmes more crltlcal^ since It Is relatively easy^ to lose track of 
a f^rtlclpant * s progress. 

Since human service agencies did not prove to be more effective as 
ho^t agencies than other agencies. It Is reQOnmiended that host 
agencies be selected by the degree of motivation and enthusiasm 
demonstrated by management ^nd supervisors toward achieving the 
goals of the program. Findings showed the hiring supervisor 
usually made t%e greatest difference In regard to the partici- 
pant's succe33,\but a commitment Is also needed from top 
management. j 

1* Human services staff did not prove to be more responsive to 

participant's problem^ and needs than staff of othe^ agencies. 
In selecting a host age^icy. It Is recommended that trhe chief ^ 
criteria become the motivation. Interest and enthusiasm of the 
host agency supervisor has toward assisting the participant In 
achieving success. 
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2. Participants have a continuing need for counseling and voca- 
^ tional guidance. It ±b recommended that services be made 
available on a need basis in the host agency regardless of 
whether or not the agency is a human service agency* 



3. Many participants have little knowledge of the labor market, 
therefore, it is recommended that placement services be made 
available to all participants. Placement service may be 
accomplished by the referring counselor or by the host agency 
staff* ' 

Siuce communication and an understanding of expectations are crucial 
to program success, an orientation should be provided supervisors 
and agency management prior tp placement* Participants and super- 
visors should jointly participate in another orientation as soon 
after placement as possible* If all involved parties understand 
program concepts and the expected results, there should be better 
cooperation f ronr everyone ^ 



A well--writteTp handbook facilitates clear communication* A hand- 
book should be written and distributed to all parties; i*e*, coun- 
selors, participants, supervisors and management* A handbook is 
not meant to replace orientation meetings but to add clear struc*- 
ture and understanding of the program* It also serves as a vehicle 
to communicate policies and procedures toward developing a uniform 
program* 

Consortium meetings were valuable- in establishing lines of communi-' 
cation and developing solutions to participant problems. They 
should be used in future programs particularly in the planning stage 
Consortiums can be used to establish commutiications and to work out 
problems which require group discussion* For example, they can be 
helpful in reviewing a draft of a handbook* Then, the consortium 
can be disconMnued and be replaced with individual lines of communi 
cation* A chairperson should be selected who haS strong skills irr 
directing group discussions* 

Some r^JTtTTVMj-aji^Q haw^^^^tendency to place a part irlpafrr^ 

agency and "forget" about tKern^ -A^-cow4indtOT^K?u3dbe assigned 
td^monitor the program. Supervisors , and participants should be 
kept informed ^of the nanie and telephone number of the coordinator. 
The coordinator has a major responsibility to be sure that parti- 
'^'tj^^i.^ynts do not remain in a host agency beyond six weeks without 
strongJtretijElcation* 
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•'The material in this project was^ prepared under Grant Number 21*^6-73*^6 
from the Manpower Administration^ U# S* Department of Labor*" 



SYNOPSIS OF PURPOSE » OBJECTIVES » 
MD RESPONSIBILITIES OF TEEM 

Purpose: Provide a n^del for a klgh«lmpact manpower absorption program 
which would facilitate the employment of dlsadvajataged citizens » especially 
In times of economic recession* ^ 

V ^ 
Objectives; Test a two-^tep method of providing specialized vocational 

placement to determine If It Is a feasible approach to Increasing the 

potential of specific public and private agencies and/or departments to 

recruit t select, hire and advance qualified persons from specific dlsadvao* 

taged client groups* The tvo-step process involves: (l) "Host Agencies" 

which will provide specialized vocational servl<}es» and (2) "Receiving 

Agencies" which vlll provide the opportunity for permanent employment* 

Responsibilities : 

Host Agencies' responsibilities will Include, but will not be limited to» 
the following: 

1* Prepare a list of Job duties for each TEEM employee to be hired* 
2* Assign a supervisor, 

3* Prepare a written schedule of planned activities for each 

participant* This schedule should Include time for counseling 
interviews^ orientation^ receiving agency observation days, etc* 

Provide written or verbal orientation to staff not directly in- 
volved in TEEM* 
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5# The assigned supervisor shell prepare weekly performance reports 
and submit with^each payroll for a period of six weeks* After 
six weeks » a monthly performance repi^t will be due with the 
appropriate payroll* For State agencies^ this performance 
report does not replace the need for the regxilar performance 
reports due on every State employee (Form Ho* 636)* See sample 
following page 13 of the TEEM Handbook* 

6* The assigned supervisor sh^l record on the "exception" time 

sheet oil time spent with employees within the appropriate cate- 
gories* This will be submitted with each payroll* See sample 
following page 9 of the Handbook* 

7* Assess the employee, the employee's potential, progress and 
career objectives* 

8* Assist the employee to complete a resume for the 
employee* 

9* Participate in consortium meetings* 

I 

Receiving Agencies' responsibilities will include » but will not be limited 
to» the followln^^; 

1* Prepare a written job description for each TEEM employee to be 
hired* 

2* Participate in consortium meetings* 

3* Identify suitable position for TEEM employee* 

' l^* Review resumes of TEEM employees and participate in scheduling 
interviews and observation days* 
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5* Prepare a training plan and submit the plii to the Rehabilitation 
Coardinator* This plan should include; 

a* Training provided to all neV employees*. 

b« Additional training required by TEEM es^loyee* 

(1) Specialized coiirses* 

(2) Special attention to work habits. 

(3) Etc* ^ ^ 1^ 

6* Complete weekly perfomance reports and submit 'vith each payroll 

for a period of six veeks; after six weeks, a monthly performance 

report will be due with the appropriate payroll* For State 

agencies, this i>erfonnance report does not replace the need foi<^^ 
* ■ - it 

* the ifegular performance reports due on every St^ite employf^** 

(Form Wo* 636), See sample following page 13 of the Handbook* 

7* Record on the **exceptico" t^e sheet all time spent with employ- 
ees within the appropriate /categories* This will be submitted 
with each payroll* See sample fo^owlng page 9 of the Handbook* 

.8* Assist the eii5)loyee and Rehabilitation Coordinator assess the 

employee, the employee's potential, progress and career objectives* 

Note: For further explanation, refer to the TEEM Handbook* If you have 
any further questions, please contact the TEEM staff listed in the 
Handbook * 
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INTRODUCTION 



This handbook was prepared to provide a brief IntroductlotU to the TEEM project 
and to provide some basic Information on responsibilities. However^ the user 
of this handbook Is encouraged to contact appropriate TEEM staff for answers 
to questions which are either Inadequately covered or not covered at all, 

SECTION I-Froject Scope and Operational Objectives 

This sectlot! deals with background and concepts. It describes the signifi- 
cance of a (wo-st&p approach. It also descrlbejs the respective roles of 
the participating agencies and TEEM employees. \ 

Operational objectives are those programs/components » activities or policies 
TEEM sees as Important in order to meet project objectives. 

For^^xample: 

Th& Consortium Is a vehicle for continuous cooimunlcatlon between 
participating agencies. 

The research and monitoring system will provide the basis and the 
ioformation for determining 7;EEM*s feasibility/ 

SECTIOH 2-Operatlonal Elementa and Processes 

Tbl9 section deals primarily with the day-to-day operation of each of the TEEM 

^ componentp.^ 

. * 

Communications with TEEM 

Procedures such as regular meetlitgs hoy o b& < rt ^^eveIoped to ineure regular 
personal contact between the TEEM ^^tiiff and tMv representatives of the partici- 
pating Host and Receiving A^encte^T^^-MMce clrcunistances dictate more immedi- 
ate contact » uee of the telephone or personal contact is encouraged. TEEM 
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particularly Invites all questions and recommendatlons^about the Project proce- 
dures and activities from all 
parties to the Project. The TEEM staff may be 
.contacted at? 

■ 

State Personnel Board 

801 Capitol Mall, Ropm 666 

Sacramento, CA . 95814 



Telephone: Public (916) 322-2777 

(916) 445-1901 



ATSS 



8-492-2777 
8-485-1901 



/ 



TEEM Staff 



Sar^ah Klrby - L-A, contact £tioiia fiaO-JlW^ ^ 
Forrest' Boomer - Supervisor 

Curt Rogers - TEEM Coordinator - Sacramento County 



Jim Gasklns - Refrabllltatlon Coordinator 
Joel Mayeda - Evaluation 



If any other problems develop, please contact the TEEM coordinators in your 
agency* These Host Agep4y coordinators have been working along with the TEEM 
staff and will be abl^^^ help y^ with any problem you may develop- 

Rob Copland - TEEM Coordinator for Vocational . 

Rehabilitation Phoa© 322^590 ATSS ^2^550 



Dora Torres - 322^6? 
or 

Lynne Recagno - EDD - Sacramento 322-23^ 



> ^ GLOSSARY ^ ^ ^^^^-—^ 

Essential In the Introduction Is a small glossary of the basic wrklng 
elements that will be used throughout this handbook* This glossary will give 
a short definition of the most Impol^tant elements that comprise TEEM and should 
aid In the understanding o£ the overall project* 

1, Career Opportunity Development (COD) Unit 

A unlt-Wlthln the State Personnel Board established to Increase the * ^ 
employment of minorities and disadvantaged primarily through Job 
restructuring* ^ 

2* Employablllty (TEEM) Consortium ^ 
A series of meetlAgs composed of the TEEM administrative staff and 
representatlvea from both the Host and Receiving Agencies* it serves 
ao the coMDunlcatlons vehicle betwen the three project groups In 
defining and assessing local agency relationships, responsibilities 
and procedures* 

3. Counselor 

D^[linaied person providing the TEEM employee(s) with guidance and 
acting as primary liaison and consultant between line management,^ 
p^rdgram management,, and the TEEM employee* The counselor will also 
serve In the Consortium* ^ ' ^ ' 

A* Host Agenqy ^ ^- , 

Agencies that are human service orientated and will provide assls- 
<? , tanCe In the social, economic or vocational f ields * The ^ * / . 

Host Agency will be^the first step ^in the two**st^p hiring process* 



Operating Staff ^ , " . 

The staff in the different TEEM centers that Is designated by the 

involved ^gencies*. ^ ^ 



6*^ Receiving Agency , a ' . , ^ 

The second agency where a TEEM employee is placed* These agencies 
usually do not provide direct client services* These agencies wlll^ 
provide the on-the-job .tr^inipg to the TEQl employees* 

7* TEEM Administrative Staff - - " " ' ^ 

The TEEM Project" Supervisor, TEEM Coordinator^ , Rehabilitation 
Coordinator, and TEEM Evaluation Analyst* 

8* TEEM Coordinator , ^ 

TEEM staff members whose responsibility is to facilitate interagency 
operation in the following manner: ^ / 

>^* Hiring, orientation, and. interagency movement Wjrdlnation. 
b* ^Compilation, maintenance, and dissemination of Ynformation 
Relating *to specific openings* ' ' ^ 



Maintenance of TEEM ponaortlum* 

Uodt and Receiving Agencies monitoring. 

Evaluatloit and repo|rtlng process* 



TEEM Em^loyeea 

Ferson(a) meeting the qualifications to participate in TEEM project 
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10, TEEM Project (TEEM) 

Transitional Employment Ekj 
California State Personnel 
Unit and funded by the Dep^ 
several objectives of boti 



Tlmehtal Model, a'project created by^ 
ioard, Career Opportunities Developmimt 

xtment of Labor* It wad des Igned tc^mee t 

parties* 
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To develop and ^est on an experimental basis a mode 
manpower absorpjilon program for Implementation at 
of economic ne« 

Develop and te6t a system for Inducing enplpyerE 
an<i specific opcupatlonal groups to participate^ as 
employers, ln|g^emment**sponsor6d mknpower tr/lnlng 
and^acementlprograms - particularly those en^loyers 
who raive typljpally not participated In the l>Mt* 

Development d|f Improved vocational assessment and place- 
ment processes to result In a better "persdfiAjob" match in 
the referral lof enrollees to potential job/ 

WIN^ (Work Incentive Program) ^ 
Federally funded prog ram providing employablllty /manpower and 
welfare support servl see to employable or potentially employable 



recipients of welfare 



Children (AFDC) progrim 
12 - ^ WRA (California Welfai e Reforjn Act) 



and under the Aid to Family with Dependent 



State funded program 
apd systems dewlopme^t 
for those employees s 



or State agencies and i\ 

This program will 
ationed iiti State juri8< 



Isdlctlons for j< 
the source of fu^ds 
ctlons* 
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SECTION ONE 



PROJECT SCOPE AMD OPERATIONAL OBJECTIVES 
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^ PURPOSE 

The DeparCmenC of Labor, * looking ahead Co decenCrallzaClon and decaCe 
gorlzaClon of current programs, is Interested In proven methods that 
will facilitate the employment of disadvantaged citizens, many of 
whom have heretofore been served by various Federal manpower programs 

fhe Transitional Employinent Experimental Model (TE£M>^was created by 
the California State Personnel Board through ttie Career Opportunities 
Development Unit and funded by the Department of Labor to prpvide a 
potential model for a large scale, high*^lmpact manpower absorption 
program in times of economic downturn* 

BACKGROUm) I 

Career Opportunities Development Unit 

Under the current Career Opportunities Development Program and the 
completed Public Service Careers Project, the State Personnel Board 
has pioneered efforts in career employment of the disadvantaged in 
California* To date, efforts have centered upon job restructuring, 
creation of new trainee .levels, outreach, recruitment, utilization 
of community resources, and the development of job-selection services 
which do not automatically screen out the disadvantaged* Major empha 
sis has been given to; (a) determining whether an individual can per- 
form a given type of work and to, (b) moving the largest possible v 
number of disadvantaged people into career employment* Such a pro- 
cedure, under COD, has had good results but has lost people due to 
the inability of largely unskilled or semi-skilled participants to 
adjust to the demands of the , work environment overall* 

TEEM'S OBJECTIVES Alffl : . ' 

A* To provide an approach for increasing the^TJOtShtial of 
specific public and private agencies and/or depaictments 
to recruit, select, hire and advance persons fromXspecif ic 
disadvantaged client groups* \ 

B. To demonstrate a two--step method of providing special- 
ized vocational .placement for the disadvantaged, involving 
specialized vocational services through *^Host Agencies", 
with opportunity for permanent employinent through "Receiv- 
ing Agencies", Heavy emphasis for developing Receiving 
JSgencies will be given to working with departments and 
occupations that, for a variety of reasons, have not been 
involved in other manpower or equal empLbyment opportunity 
programs* 
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THE CONSORTIUM - THE V^ICI£ FQR COMMUNICATION^^ 

As has been shown In past' organizations, one of the major problems Is that 
of comiDunlcatlons* In an experimental model such as TEEM, the coimnunlcatlons 
Is of vital Importance to accomplish all interagency objectives, and the ^ 
Consortium was d^eveloped by TEEM In an attempt to overcome this problem* 
In general, the Conaortlum provides a formal way fdr which all TEEM members 
at lower levels can coimnunlcate their needs to Agency management or project 
staff* It also. serves as a feedback mechanism for the program so that 
analysis on the project can be made* 

The kind of feedback Information exchanged at the Consortium meetings serves 
to develop. In detail, plans that describe local agency relationships, respon- 
sibilities and procedures* The Consortlmn Id to be responsible for making 
recommendations for overcoming problems and assessing the progress of the 
Project and the trainees ' 

The^purpose of the meetings Include: 

1* Exchange of Information about qualifications for Jobs 
available and characteristic of employees* 

,2. Definition of the process of moving from Host to Receiving 
^ Agency* 

3* Assessment of the TEEM project* 

4* Feedback to Host Agencies of follow-up Information about 
TEEM employees, ^ 

5. Assignment of employees to available Jobs, 
* 

The Consortium consists of the TEEM project staff and the Host Agency a^id 
Receiving Agency representatives. The Receiving Agency supervisors will be 
given the opportunity to review resumes of the TEEM employees presented at 
the consortiums. Also the Receiving Agency and the Host Agency representative 
may work out Interviews and assignment procedures for those employees whose 
skill and work personality cjuallf Icatlons meet those of the Receiving Agency* 

' THE FEASIBILITY OF THE TEEM PROJECT 

The TEEM project having been formed as an experimenter model to test out 
several objectives has In reality but one major goal; to determine the 
feasibility of Its two-step hiring process* In fact, at the end of the 
Project all of TEEM's activities will center pnly around the concept of 
feasibility* Therefore, 'It Is important that all those Involved In the 
Project should have some understanding of the ''measures of effectiveness'* 
that will allow the TEEM staff to document the study In order to permit 
others to understand and evaluate what was done In the experiment and* 
In the analysis and be able to Indicate how accurate the. basic data and the 
findings can be expected* Indeed the project could fall to hire many of Its 
clients, yet be termed successful If It canfdemonstrate what Is and Is not 
a two-step hiring process; ^ — 
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The TEEK l^roject is a two-step hiring process Involving three Individual 
parts - Host Agency, ^R^^lvlng Agency, and Job Matching* Without any of 
these three parts the uniqueness of TEEM ceases and therefore the concept 
of the Project Itself* With the questions to be answered by the three 
separate functioning entitles, TEEM must also concern ItseMki^^th the Con- 
sortium since the Consortium is the administrative vehicle whi^ affects 
the TEEM project directly* It is important that th€f Consortium demonstrate 

1* That because of it. Host Agencies vere able to avail themselves 
of new Job opportunities for their .regular , non-TEEM clients* 

2* That participating agencies received employees whose skills 
matched their Job requirements* 

3* That TEEM employees were selected Into and trained for posi- 
tions which matched their Interest as well as their potential* 

4* That the Consortium is abj.e to function effectively even in 
the absence of TEEM project staff direction* 

Finally, it is Important that TEEM account for Itself along the dimensions 
of all DOL reports* This tmist Include both in areas of cost-benafit and 
public policy* 

COST ACCOUOTIHG 

"^^^— r 

The Cost Accounting System established for the TEEM Project is oriented 
to accomplish the following: 

1* Provide a thorough definition of the type of function^ ^ 
performed and costs Incurred, and understanding of ht^ 
those functions and costs vary and an estimate of the 
magnitude of the costs* 

2* Develop a method for capturing the costs of the TEEM model 
in future pilot projects* 

Since TEEM is only a demonstration project it must have a thorough under- 
standing of the activities performed and the type of costs Incurred, With 
a tliorougji understanding of the functions and costs Involyed , TEEM will be 
able to estimate the magnitude of the actual or projected costs. Therefore 
the Cost Accounting System will Involve these specific steps: 

1- Analyze TEEM staff costs involved, 

2* Detailed review of TEEM employee positions through on-site 
interviews and observations^ The functions performed and 
the categories of costs Incurred by the participating agencies 
have been tentatively identified* 
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3. Define the partJ^clpatlng agency activity which took place 
prior to TEEM employee pla*cement.' 

4* Docuioent the TEEM models the nature of the functions performed 

at each 6tage of the models the definition of any costs Incurred, 
and If possible, alternative methods of capturlTig these costs In 
future projects. 




The cost accounting system to be used In the partlclplffhg agencies will con- 
sist of an "exception** time, sh^et* The TEEM employee*s supervisor will be 
responsible for completing this time sheet which will involve the following* 

1.^ Completing the identification section of the time:sheet* 

a *. Location 

b\ Agency . ^ 

c* Unit 

d. Supervisor *s ttame 

e* Supervisor*^ work telephone No* 
^ f* ' Dates of thfe pay period 

g* TEEM Employees 

(1) Name ^ ^ 

(2) Classification 

(3) Accounting of Time f or ^ay period 

"h* Total number equivalent full-^tlme employees jCexcluding TEEM 
employees) and an accounting of their aggregate time for the 
pay period* 

2* Recording time expenSfed by the supervisor for the categories 

Indicated for time keeping; only the time spent on these specific 
Items will be recorded* 

Definition of Categories 

A. Time spent with TEEM or regular employees 

/ 1* Orientation; Any function or act taken to acquaint an 
J employee to the existing environment of the job, e-g., 

location and availability of cafeterla(s) and other eating 
areas, rest-rooms^ general Information regarding work hours, 
employees work areas, civil service or company employment 
practices, etc- 

2* Training: Classroom'or on-the-job training. Including ex- 
plaining procedures, errors and corrections* 

3* Counseling; Any discussion with the employee regarding: 

- a* Career: Job or Career advancement and placement* 

Assisting the employee to assess his qualifications 
and needs for promotional opportunities* 
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b* Work related: Working relationships and/or performance* 
" This Includes, but is not limited to discussion of 
absences, attitude, relationship with other employees, 
performance reports and training needs* 

c. Personal; Nonwork-related matters, such as problems 

involving family, financial, child care, transportation, 
etc* 

B*; Other Time Expended 

1. Paperworki Any written narrative or documentation required 
such as performance reports, attendance, resumes, special 
records (e*g*. The '^Exception" Time Sheet)* 

2* Meetings: Any general meeting regarding the employees but 
usually excluding the employee such as consortiums, meeting 
with TEEM staff, etc* _^ 

J 

RESEARCH 

The- TEEM research methodology will comprise the following; 

1. Collect an inforiiiat¥?>n folder for each of the TEEM employees* 

Such a folder must contain information on the personal character- 
istics, educational background, previous work history, occupa- 
tional skills, and interests and personal goals* 

This information will be collected from each TEEM employee and 
the Host Agency counselor in the form of a TEEM EMPLOYEE DATA 
QUESTIONNAIRE, a personal self evaluation, a previous training 
and job resume, and most important a counselor assessment 
evaluation* (Examples of these forms are given in the next section*) 
This counselor evaluation must be determined by the Rehabilitation 
coordinator after reviewing tests , performance, and interests as 
related to previous training* These evaluations serve as the 
basis for the career ladders to be individually developed by the 
TEEM staff for the TEEM employee and the Receiving Agency and aid 
in matching the Receiving Agency job to the TEEM employee* 

■2^ Periodic performance reporting* ^The purpose of this report is to 
show the gradual development or lack of development of the^TEEM 
employee* The TEEM staff uses this report as an indicatfor of the 
employee's performance and his acclimation to a n^ work environment* 

It is extremely important that all agencies note that there are 
two forms of the REPORTS OF PERFORMANCE* The Form 6^6 is provided 
by the State Personnel Board at the 4th, 8th, and 12th month of 
the TEEM employee's probationary period- This is regular policy . 
Form No. T300-35-636 ^ is a modified Form 636, and as such does not 
preclude the probationary report* (See the next section for expla- - " 
nations of this form*) 
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SKariFICAMCE OF THE HOST AGEWCY 

Host Agencies under the TEEM Concept perform the Initial hiring and become 
the Initial work station for the TEEM employees thereby becoming the first 
step In the two-step hiring -process. In TEEM the employees^ are employed to 
assist the Host Agency in providing expanded services to its clients* During 
this time the employee is provided with in*^epth vocational aeseesment and 
counseling services to Identify the best type of placement consistent' with 
his or her aptitudes. Interests *and abilities* The employee in ef'fect is 
both an employee and a client during the Host Agency experience* During 
this period, the employee receives close supervision, is oriented to the 
world of work, is counseled on matters affecting his placability and is 
obtaining a record of full-time paid work experience. 

It is this first step that witj.1 facilitate rapid and orderly implementation 
of a i^npower absorption program* At times of economic need, human service^ 
agencies^ such as 'employment service and welfare departments are usually 
experiencing Incr'easing work load and can well utilize additional staff* 
The turnover can(then be easily controlled by the number of jobs available, 
and the duration of the Host Agency and Receiving Agency Assignments funding* 
This System of employment will also allow for a very quick absorption by 
human service agencies and a more orderly program of job development for 
those other potential employers recruiting from the initial "Host Agencies"* 

The work assignment in th^*" Host Agency I9 not intended to be skill training* 
It should not need to serve as the introductory training for the training 
t^e employee will receive in the Receiving Agency* Instead the Host Agencjr 
work assignment mus^ serve two purposes: 

* * 
\ *1* X To proylde the Host Agency with production assistance over and 
above the bildgeted positions toJ^offset some of th^'costs that 
may ofccur aS a result of the Host Agency*s supervision and assess- 
ment efforts. f 

2* The work experience in the Host Agencies must provide a means 
of Assessing and improving participant work habits, skills, and 
abilities for use as a guide to making permanent placements* 
Most of the TEEM employees have been out of work approximately 
two years before they were hired with the TEEM project, many 
require orientation into the working world before they can be 
ej^ected to go into permanent employment* 

Aside frdm the advantages the TE^ employee should gain from the work 
assignment, the Host Agency will benefit, the participant; >^ 

1* Because the Host Agencies are the helping agencies for the 

participants, there exists a unique opportunity for empathetic w' 
'^encles to more directly assist their clients to obtain employ- ^ 
mtttit* 
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2« Ho8t Agencied make ideal '^entrances to permanent employment for 
their respective client groups* Because of their considerabj^e 
experience in hiring disadvantaged/mlnority workers, these 
agencies have well-developed mechanisms for providing counseling, 
assessment, and world of work trainin|_J;o reduce the possibilites 
of failure on the job* 

3* Host Agencies have ready pools of potential TEEM Project parti- 
cipants « 

h * 

HOST AGENCY RESPONSIBILITIES T^IAT SHOULD BE EMPHASIZED 

1* Haildling all TEEM employee problems at the .logal level with assistance 
from the Rehabilitation Coordinator, 

2* Document all evidence of acceptable or uixacceptable performance* * 

3* The Rehabilitation Coordinator will assist to provide job and goal 
counseling to the TEEM employee* 

4* Assist the Rehabilitation Coordinator to provide a realistic goal 
assessment for ea'ch TEEM employee* 

Prepare termination documents on the local level (see the section 
on Rejectlo'k on Probation)* 

6* Determine the readiness of each TEEM employee for moving into a Receiving 
Agency* For the questionnaire see the npxt page. ^ ^ 

7* Assist the Rehabilitation Coordinator in determining if thg Wployee's 
performance is adequate to continue on the program* If not tt 
supervisor will need to terminate the employment while in the kost 
Agency* The supervisor will need to prepare the termination documents 
(see number 5 above)* Report to the TEEM staff any disciplinary\ 
problems as soon as possible 

8* Notify the appropriate WIN unit whenever a TEEM employee^hanges 
training or work locations* 

9* Prepare Monthly Performance Reports and send them to the TEEM office 
This is Form No* T300- 3^5-636, and should be sent no later than the 
seventh day of every month (see'^xample) * 

10* See that all TEEM employees' in that office have filled out the 
Employee Questionnaire and have sent in a job resume* 

11* Prepare all Civil Servant Performance Reports that go to the appropriate ■ 
State or county Personnel Office* 

12* Help set up for the employee Receiving Agency observation days (will 
be discussed at the end of this section)* 
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13. If applicable, fill out the Evaluatlgn of Critical Class Require- 
ments for tbe ED^ testing process (will be discussed In detail In 

the EDA Teat^ng^S^etJidAl'^ 

/ ^ ^ 

14. For all dock hours for a TEEM employee placed with a State agency, 
the supervisor will follow the standard doc^ procedure* Ho overtime 
hours are allowed. ^ 

15* For all dock hours for a TEEM employee placed with a county agency; 
the supervisor will follow the appropriate county pl^ocedure* 




CALlFOflMlA STATE PERSOMMEL BOARD 

im mm^ ^^^^ Aueshonna.re 



»F VOU DO NOT 
UMOERSTAND 
THE QUESTtON. 
CHECK HERE ^ 




DATE 



ADDRESS 



TrtumE*fl 



TELEPHONE NUMBER 



RACE 



Six 

rn MALE FEMALE 



ARE VOU. THE HEAD OF ^+OUSEH0LD' 



QVES rn NO 



ARE YOU A VETERAN' 



iNcLUDlHtf VOUASei_F. HOW 
MAtJV DEPENDENTS DO 
VOU HAVE* 



1 2 




□ no 



6 7h 



WHAT WAS THE HIGHEST GRADE 
VOU COMPLETED tt4 SCHOOL' 



123456789 10 11 12 



WHAT WAS YOUR WELFARE GRANT 
BEFORE TEeM» 



WHAT IS V'OUR WELFARE GRANT NOW 



IF vou ARE Receiving other 

flENEFtTS, WHAT ARE THEV* 



CHILD CARE ALLOWANCE. TRAVEL ALLOWANp£^ I^EDlCAL. FOOD STAMPS> OTHER 



WHAT STATS DEPARTMEMT DO.VOLI WORK FOR» , 

IN What secYiow With(n that department do v6U WOftK^ 



ViThat is your office telephone^numser' 
jdid yojj" receive orjentatijon to state 

WORK, THE DEPaRT'WENT Y<Ju WORK FORh 
AND THE RESPONSIBILITIES OF YOUR JOB* 



reo Codtt) ' ^Number) 



(ATSS Number} 



□ yes □no 



00 YOU FEEL THE ORIENTATION WAS 
WHAT »S YOUR OCCUPATIONAL GOAL' 



GOOD ^] 



BAD 





LIST'ALL MAfiPOWER PROGRAMS YD^^^^AVE BE<?UN 


LENGTH Of TtME SPENT 
IN THE PROGRAM 


BID V51J CuMPUETE 
THE PROGRAM* 

'p/eose check) 
V§S ■ NO 


r 


— — :'/ 


•J- 


















* 1* 

* J 1 






w 




^ 
















T 


* , 
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CALIFORMIA STATE PERSONMEL BQaHO " . 

TEEM EMPLOYEE DATA QUESTIONNAIRE 

T30O-3e ^6/731 REVERSE ' 



TEEM^EMPLOV EE PARTlClPAMT 



DEPAPTMENT 



CL ASSIF4C ATtON 



HAVE VOU ApWtED FOR CWiL SEfl V^I^^EX AMI H^KiMS*" 
IF YES- PLEASE LIST EXAMlNATtOMS 



./f 



HAVE YOU PASSED AMY CIVIL SERVICE EX AMI M AT IOn f SJ r * ' 

IF MOT. HAVE YOU OOME AMY SELF-STUDY OR BEEM '*TUT0RE0" BY YOUR SUPERVISOR DURIMG ORJEnVaTiOn OH EXA*»-TAKlMG PROCESS* 

□ yes .□no 



ARE YOU CURREhTLY 0M"AMY CIVIL SERVICE LlST^ 

□ yes HZ1"<^ ■ , 



j iF VES, WHErE bO YOU SVAHD ON THE LisY' 



WHAT HELP HAS YOUR SUP^ VlSOR/f;OUN SELOr GiVEH YqU TO MOVE liTOU INTO PERMAHENT EMPLOYMENT (pMiC or prtval*}* 



if HAT HELP'HASORIEHTATiOH GJVE>l YOU? 



HAT MORE DO'YOU FEEL COULD HAVE BEEN OOnE* 



IS There a systematic plan of act(On which is^eing followed ev both you and your supervisor to move you into permanent 

EMPLOYMENT? 

□ yes - □nd ^ ^ , 

VfHAT tS the plan of ACTION* ^~ \ 



/ 



\ 



] - 



\ 
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This if Pom No. T300-35-636, or Repeat Performance for TEEM employees. 
TEEM will require this form on a monthly basis no later than the 7th day 
following the lat of every month* 

. Explanation of Form No. 1^300-35-636 TEEM 

' ™/ 
Due to the TEEM employee's first months on the job having such a formative 
Impaction an individual in relation to work environment, it is felt'that 
weekly reports (six weeks) be sent to TEEM on a monthly basis are in 
order. 

Reference to Receiving Agency indicating month of report* 

Reference to Host Agency indicating month of report. 

Reference to the list of items in each qualifying factor that 
aeed to be indicated for evaluation by underlining* 



Reference to which week is being rated (i*e*, 2 - 2d week of the * 
month) . 

Reference. to ratings. ^ ' 

OUTSTANDING - Performance on ^e job indicates qualifications are definitely 
superior - performance by the end of th^^ probati<SlrLary period can be 
expected to be well ^bove the stflndard rec^uired of ^ competent permanent 
employee in;that,Job. (if the overall rating is Outstanding, the Rater 
must give a written statement of factual substantiation for the rating. 
General statements such as "Outstanding in skill and knowledge" are not 
acceptable.) 

STANDARD - Performance on the job indicates qualifications are thorou/^hly 
satisfactory. 

SHORT OF STANDARD - Performance on the job indicates qualifications are 
somewhat inadequate - to reach the standard required of a competent 
permanent employee by the end of the probationary peri.od, greater 
effort or training is needed^ 

UNACCEPTABLE - E^i^rmance on the job indicates qualifications are very 
inadequate^ - special training, reassignment, or rejection may be 
advisable. (Any factor ot overall rating of Unacceptable must be 
f^ubstantiated by the Rater^d written statement of specific reasons 
for each such rating.) 
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.,R£C£IVINOi 
[ 1 *^jrst month 

[ 1 Sec©NO MONTH 



LAST N AM t 



^IRST NAME 



EMPLOYEE 

REPORT OF PERFORMANCE 



INITIAL SOCrAL SECUfitTV h;UMBE^ 



DA ' E OF ElPOR T 



CIV+L SEfiViCS TITLE 



POSITION NUMpE fi 



HOSTi 

[ 1 FIRST WONTh 
SECOND MONTH 
TMJftO MONTH 

j^FOURTH MONTH 



STATE: DEPARTMENT 



SUBOI>^lSION OP DElPARTMENT 



hE AOOu ARTElR? OF ElMP LO V E El 



QUAl-IFICATION FACTORSi (Indicate appjppfrtffe^tems by underltnin g them) 



1- SKIl-1- - Expertness in doing specific tasks; accuracy; precision; completeness; 
neatness; quantity, 

^ KNOWl-EDOE - Extent of knowledge of methods, materials, tools, equipment, 
technical. ejtpressions and other fundamental subject matter* 

3- VVoRK HABITS - Organization of work; care of equipment: punctuality 'and 
dependabilify; industry; follows-good practices of vehicle and personal safety* 

4. REl-ATIONSHIRS WITH P^OPI_E - Ability to get along with others; effectiveness 
in dealing with the public; other employees, patients or inmates*. 

S- 1-EARNiNO ABil_ITY - Speed and thoroughne?;s in learning procedures, laws, 
rules, and other Retails; aJertness; pepcverance, 

fi' ATTITVDE - Enthusiasm for the work; willingness to conform to job requirements 
and to accepVsuggeslions for work improvement; adaptability. 

7, RERSONAl- FITTNESS - Integrity; sobriety; emoUonal stnbility; physical condition; 
^pcarance and habits. ^ 



.RATINGS ARE INDICATED SY **X'' MARKS 



OVERAl-1- RATINO^ (The overall rating m^ust be consistent with the factor ratings and 
comments, but there is no prescribed formula f^>r computing the overall rating.) 



IMPROVEMENT 
NEEDED 



STANDARO 



i 



OUTST ANQING 



COMMENTS TO EMPl-OYE£i (Supervisor shouldinclude f^tual examples on work especially well or poorly done and give suggestions as to how performance can be 
improved. Factor and overall ratings of Unacceptable and overall ratings of Outstanding must be substantiated. Use additional sheets if more space is needed.) 



EMPLOYEE'S SlGNATUfte^ . 
SUPERVISOR'S SIGNATURE. 



DATE- 
DATE: 
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THE FOLLOWING QUESTIONS ARE TO BB ANSWERED AS DETAILED AS POSSIBLE ON A MONTHLY BASIS BY THE IMMEDIATE SUPERVISORi* 

L What evideoce was shown that the TEEM employee bad the ability to benefit from counseling and make realistic career choice within a reasonable 
period of time? 



2, What evidence was shown tl^at the TEEM employee had the ability to adapt to more than one kind of work environment? 



-<1 

in:; 



3, What evidence was shown that the TEEM employee had the willingness to follow directions and to participate in prescribed classes and on-the-job training? 



^[^(^ TE? If more spfece is needed attach* additional pages. 

T3QQ*3S-e36 xeEM 15/73) , 



EXAMPLES OF THE JOB RESUME AMD 
COUNSELOR ASSESSMENT 



The roost important function of the Host Agency is to provide the TEEM - 
employee with supervision and help the employee assess according to his 
experience and ability the kinds of jobs areas thax would* be desirable 
and attainable for the individual. Since the TEEM staff wij-l provide - 
each employee with test schedules and career ladders in th^ civil service 
it is vitally important that the Rehabilitation Coordinator provide the 
TEEM staff with a .prof essional goal assessment for each TEEM employee. 
Such an assessment wuld provide \^ with a realistic goal and would 
assist the staff in obtaining and properly placing each TEEM employee in 
a Receiving Agency* The Coordinator should utilize prior employment 
training, counseling, review of WIN records, ""test results, observations 
and interviews of th^e TEEM employee while at the Host Agi&ncy in making 
the evaluations. 

* Both examples provided in this handbook, are only examples . They should 
serve to give an idea of the kind of assessment and job resume th^t Is 
most helpful. You may use any form you consider suitable to include-all 
that Is necessary\ 

The following examples are; , 

1, Vocational Plan 
Job Reswne 
-3# Personal Resunte^ 




On* ' ' 




8tat« of ColKornlo 

Memorand<um 



Example ^ I 



To X TEEM Coordinator Da*© 
Suite 385 

455 Capitol Mall Subject 
^ Sacramento J CA 95814 



From \ suite P«r90nnol Board — Vocational Plan 



- To arrive at a realistic career choice, consideration hae been given to 
mployee's previous work background^ Interests, temperament^ and tested 
aptitudes. Although has high.aspirations of becoming a Computer 

Programmer or Social Worker^ she has become aware that this goal may not 
-be within her immediate reach* Also her tested aptitudes do not support 
theae occupations ss suitable choices* ^She^does have a strong interest 
in public contact work and working wlth^f igurea* Conaideration was given 

^ to occupation related to her interest and within range of predictable 

• auccess* ' \. 

After a discussion o^ vocational plans, a decision was made to pursue a 
career path in the fbllowing occupations or related fields: Cashier, 
Accounting Clerk, Busineas Machin^^^perating^ and personnel/payroll clerk. 
She is willing to take college'coursea where neceasary to qualify. 
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Example 7. 



EXAMPLE OF A JOB RESUME 



NAME: 
ADDRESS ; 



PHONE: 



PERSONAL 
DATA 



JOB DESIRE: 



EDUCATION: 



GENERAL: 



Available : 
Age: 
Height : 
Weight: ; 



Now 



Counselor Aid 



Draft Status: 
Health: 

Marital Status; 
Citizenship: 



HOBBIES; 



My strong point as Counselor Aid Is my* experience In 
Contacting people by phone and making home calls, I . 
can make visits to training facilities, hospitals and 
other on-the-job training agencies to^btaln up-to-djite 
Information on client's progress. ^ 



Read Books, fishing, baseball, basketball, lift weights 
and music, ' 



REFERENCES; 
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RESUME 



Example 



/ 

TELEPHONE: 



SUMHAKY OF QUALIFICATIONS : 

Completed intensive 600-hour course in cosiputer operation training in 
the operations of the generation cosiputer and peripheral equipment, as 
well as electronic accounting machines « Capable of processing business, 
scientific and other data* As an operator, successfully integrated and 
operated data processing equipment according to program routines and 
data requirements in written operating instructions* 

SIGNIFICANT AREAS OF LAB EXPERIENCE AND TRAINING : 

Familiar with all machines mentioned; Keypunch, Sorter 083, Reproducer 
51A, Collator 085, Interpreter, Card Punch 25A0, Card Reader 25A0, 
Printer 1403, Console Panel (360/30), DOS components. Power, OS, Utility 
Programs, JCL, Multiprogramming Concepts and Teleprocessiog Concepts. 

WORK EXPERIENCE : '5 

1973 to present - State of California* Counselor Assistants 
Gather data relevant to rehabilitation process of clients through 
personal contacts, telephone contacts and correspondence* Hake 
visits to training facilities, hospitals, on-the-job training agencies 
and homes to obtain up to date information on clients' progress* Do 
bimonthly follow-up on clients and report^ findings to rehabilitation 
counselor. Responsible for other assignments delegated by RC to 
facilitate case movement. ^ 

1969 to 1973 - Sundry jobs; College work study clerk» salesman, printer 
and driver* 

1963 to 1969 - Lindo Furniture Company, , Sales Manager* Continuously 
associated in responsible capacities as "'Ssle^man and Sales Manager. 
During the first year progressed from trainee to sales manager. Assis- 
ted in developing sales objectives and merchandising activities; in- 
structing salesmen on merchandise selection* Creating -and implementing 
display programs* \ 

Prepared plans to obtain best inventory turnover and return on invest- 
ment performance* Directed the selling program of commission men and 
handled customer relations* Conducted ail sales training meetings* 
Supervised the hiring and training of salesmen. 

EDUCATION: , 



College of Data Processing* Computer Operations Course* Graduated 1973 
REFERENCES: 



Business and personal references available upon request* 
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THE SIGHIPICAKCE OP THE RECEIVIRG AGENCY ' 



Receiving Agencies are usually those ageiLCles or buslnes 8 ctiCltles that do not 
provide direct client ^services , In other words their mission ia directed 
toward the benefit of otHfer agencies, or the general public rather than to 
individuals. Their services are usually mechanical, administrative, technical 
or maintenance in nature as opposed to social or vocational. 

The emphasis for Receiving Agencies is to provide specific skill training 
and to assist TEEM employees to obtain a permanent job* Such a movement 
from the host agency to the Receiving^Agency will consist of three steps* 
First, the appropriate staff wil\ contact the agency and obtain commitment of 
training slota* Then the Receivii^^ Agency with the help of the TCHM staff 
will identify suitable positions de'^ined as* 

'v 

(a) Those positions that do not ^^ve outstanding lists that 
would interfere with the empl^yee^^ chances for obtaining* 
the appointment. 




(b) Those positions whose class turnover makes the availability 
reasonably possible*' \ 

(c) Those positions that have an examination schedule that will 
allow an employee to compete within r^kBonable time* 

\ 

The first priority for the types of jobs being developed are in departments 
' or occupations that have been unsuccess^ful in hi^ng^isadvantaged workers* 

No agency can guarantee a job for a TEEM employee, It^^\^, however, necessary 
^that a Reqeiving Agency offer training for those assignmet^Cs where there is 
a likelihood that a vacant position could be available to "it TEEM employee. 
All Receiving Agencies are then asked to plan, to insure thaK TEEM employees 
who qualify, be moved into that position that has become vacat^* 

The second step in the movement is a twofold approach* The TEE^^.staff will 
provide, through counselors and supervisors, announcements to available civil 
service exams and examination schedules* ^ . ^ 

The TEEM employee can also utilize Receiving Agency observation days Ipi order 
to get a better idea of the range of jobs and agencies available and th^ people 
with whom they will be working. At the same time, a Receiving Agency em^oyer 
can observe the potential TEEM employees* He is able to review the e^ployi^s* 
personal folder consisting of job resumes, counselor assesaments, and perforip- 
'^^nce reports and develop interest in particular TEEM employees* 

The last stsp in the movement Involves the training the Receiving Agency will 
give the TEEM employee. The TEEM staff will be provided specific training 
plans based on duty statements for the proposed assignment. The training 
time, or the approximate time^ the supervisor expects it will take for an 
employee to learn each task, and additional outside training courses that 
are deemed necessary. The supervisor will be responsible for guiding the 
development of the learning and training process for the employee, 
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RECEIVIHG AGENCY 
SUPERVISOR R^SPOMSIBILITIES ^^ 

1* Handling TEEM employci^ pi^pl^lems at the local level* 

2* Document all evidence of acceptable or unacceptable performance* 

3* Prepare all termination documents on the local level (see 

the section on Etejection on Probation)* Contact JoDeane Kramer 
for forms* 

A* Determine if the employee's performance is not adequate to 

meet your Job requirements. I f^ this is the case the supervisor 
will need to terminate the employment irfiile in the Eteceiving 
Agency. The supervisor will need to prepare the termination 
documents. A supervisor must report to the TEEM staff any 
disciplinary problems as soon as possible* 

5. The supervisor must notify responsible Host Agency offices 
when a TE£^ employee moves into a budgie ted position* 

6* Prepare Performance Reports and send them to the TEEM Office* 
' This is Fcnrm No* T300-35-636 and should be sent for the first 

two months (see the^cxample given) ^ 

7. Prepare all Civil Servant Performance Reports that go to the 
^ Department of Rehabilitation central of^f^e In Sacramento* It 

should be remembered that these Forms No. 300-35^636 must be 
turned in every four months for TEEM employees. 

8* Help get up for the TEEM employee Receiving Agency observation 
days (see previous section^* 

9* If applicable, fill out^the Evaluation of Critical Class Etequire- 
ments for the EDA testing process (will be discussed in detail 
in the EDA testing section). 

10* For all dock hours for a TEEM employee, the supervisor must 
^ follow normal dock procedures* No overtime hours are allowed > 

This will only apply so long as the TEEM employee is on the 
State budget. 

11. For all dock hours for a TEEM employee placed with a county 
agency, the supervisor will^ follow the appropriate county 
procedure 

Emplpyees who are not able to meet the training. objectives ^ust be identi- 
fied to, the Etehabilitation Coordinator at the earliest date possible in 
order that counseling may be resumed or the employment terminated* No 
employee shoyld be allowed to continue perfornjlng significantly below 
standard for mpre than two months. The Receiving Agency is under no 
obligation to keep an employe^ that is noO performing adequately * 
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RECEIVING AGENCY OBSERVATION DiSYS 

Oae of TE£M*8 Important operational componentB is the Receiving Agency 
observation days. T,EKM has obtained commitment b from Receiving Agencies 
to provide observation experience for T£EH employees* A schedule may 
include one or more TEEM employees observing the agency operations and 
depending on the length of the schedule , the employee may be assigned to 
minor tasks during the observation. 

The observation days when utilized will benefit the three TEEM components 

For the TEEM employee t^^^gf observations will provide some knowledge and 
feeling for the specif ic Receiving Agency work environment- It will give 
him first'h^nd knowledge as to the job tasks that are inVolved in an occu- 
pation^ and expose him to 3 variety of job opportunities, 

The observations will lessen the likelihood of TEEM employees changing their 
mind afder permanent assignments^ thereby^ giving the , Host Agency the advan- 
tage of ^king a better man-job match. 

Just as Important is the Receiving Agency's advantage to observe the TEEM 
employee first hand without commitment to train or hirp him. If more fhan one 
employee is sent^the Receiving Agency will have a chance to observe and there- 
fore better, select a person for the available position that meets the quali- 
fications of the Agency. 

It will be the responsibility of both the Host Agency and Receiving Agency 
to reach an agreement on the desirable number of ^ observation days or hours 
per employee while the employee is still at the Host Agency. 
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INTERAGENCY COMMUNICATION INTERACTIONP 

Coi^actlng the WIN Office where the employee Is registered 

When a RecelvjuR Agency makes a commitment to provide skill t^raining 
and a specific date is agreed upon for the TEEM employee to start 
work, the Hoet Agency should contact the £CD office where the employee 
is registered in WIN. Give the WIN counselor: 

a. Employers name and address 

Job title 

c. Date the person is to start work 

d. Your name, office and agency 



VflN contacting parties on the 1056 distribution 

When notified by another TEEM Bbet Agency, that a TEEM employee is 
assigned to a Receiving Agency or^ when notified by another Host 
Agency or the TEEM staff or a Receiving Agency that ^n employee has 
moved to a permanent position : 

Obtain job title and locati(^ and dat^ entered into the 
permanent job. 

Prepare 1056 for normal distribution plus a copy for the 
TEEM staff. 

c 

If picked up in the Los ingeles County Contract please prepare 
a copy to be sent to Wal4y Ward, Central WIN Office in Los 
Angeles. / 
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REJECTION ON PROBATION FOR BOTH HOST 
AND THE RECEIVING AGENCIES 



The critical class requirements of the classes in which TEEM employees 
will be placed dictate that it is as important for an employee to "be 
able to adapt to the concept of the class as it is to learn WSigned 
taskB* The series specifications should be reviewed. The TEEM 
employees must demonstrate that he/she has reached an acceptable level 
of adjustment in these stated areas before being moved to a Receiving 
Agency* A THEM employee mus^t demonstrate an acceptable level of work 
performance, before moving into a budgeted position in the Uec^iving^ 
Agency* ' ^ 

When to agency, Host or Receiving, determines a 'TEEM empl^ee has not 
reached an acceptable level of adjustment or performance and is not 
likely to reach it during the proljationary perio^t, the TEEM employee 
is to be terminated* It is ^extremely impor^an^t that the supervisor 
document all evidence of unacceptable performance* and discusses with 
the employee those problems a5 they arise throughout the assiginment* 
The problem should be brought to the attention of the Rehabilitation 
Coordinator* 
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DETERMINING JOB READINESS OF THE 
TEEM EMPLOYE ' ' 



YES 


L 

NO 


1, 


An employee i*s allowed only 2 days per month absenteeism*. The maximum 2 days per month 
apply to al'l pooths and may be excused or not. One month will be allotted for special 
problems that require moref than 2 days. Does the TEEM employee show no unnecessary 
absences? , . 




I 






The TEEM employee*s record shows a steady decline in the number of absences , from month 
to month to less than 2 days per month. - \ ' - 

^ \ — 




3. 


The TEEM employee has been late to work les^ than three (3) times per montt\ 




A. 


The TEEM employee's record shows a steady decline In the number of times that he/she 

has arrived to work late, " ... ^ 




5, 


' Th^ TEEM employee shows interest and willingness to learning tha :^b tasks* 




6, 


The TEEM^employee shows ability to follow directions. 




. 7. 


Has there been a steady decrease or absence of any transportation, ^health, ^and/or baby- 
sitting problem(s) which would interfere with the employee's attendance and work .per formairc^? 


-* 3 


8- 


Has the TEEM employee established a realistic Receiving Agency goal? Has the employee 
gained a better idea of what he wants to do? 


' — 




Would your office hire this TEEM emp^^ee as a full-time,, regular civil servant if he/she 
were considered along with your oth#r jferaployees in terms of the factors noted above? If 
not , why not? ' * , 




t 







If a' supervisor finds that he/she has checked frott?^ 1 to X^^items in the **No*' column, it is important that, the 
eiftployee and the supervisor discuss the matter together anM. those areas that need more counseling be stressed. 
If more than 4 items have been checked, there* may be a need cn" consider termination of ^he TEEM employee. 
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Page 1 of 2 
Date 



7^ 



supervisok/coonshjor 



AGENCY: 



LOCATKW: 



SOPERViSOR'S NAME:^ 
EMPLOYERCe) 1, . 



PHONE: ( ) 



1* What ie the TEiEM participant.'s job classification? ^ 

^ 2. Js this a regular 'function^ yes^ no " 

3^ Does the TEEM participant's function provide or allow^ regular staff to provide 
^ additional or increased eervicee not normally provided? /^ yes no 

If yee< how has participation in TEEM saved the agency tipe or increased out- 
■ put? ' ^ 

For the ne:c0two questions,' compare the TEEM participant (s) to your regular staff 
using the foUowiqjg scalei( , . ^ 

a. Much lei^B i . 

b. Slightly less . ' 

c. , Comparable \ . > 

d. Slightly moti 

e. More - ^ ' . ■ . * 1 

ft ' ^ . . ' ^ 

What is the cui:reiit,work joutpjit or^ relative effectiveness? a. 
■ , ■ " * - , & ■ b, 

^ - , - ^ " c-^ 

^ , ■ : ■ d, 

t - - ' ■ . - ' 

e, 
a, 
■ b, 

d, 
e, 



^6. 



What" has been the^average Weekly/moilthly hours available 
for productive work? - ' , ^ 

■ (substantiate through attendance ^records") \ ; 

What was (is) the relativfe time spent on' the following 
(indicate TEEM time, a percentage of rfegu],ar staff): 

a- Si^ie^ntatioH . , ' 

b, .Training . y * , 

c, -Career Counseling 



di Counseling on work related mattgr^ e,g,| absenceSi 
attitude, relationship witli other employees (in 
cfiuding perf, rpti discussion) 
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e< Counseli]^ on personal matters, e»g», family, 

financial t child care, transportation, etc* ^ 

f. Estimate the tixt^ hours used per week or month 
for Items a/ thru.e, for; 

1) TEEM employe^^s) ^ ' . ^ 

2) Regular employees 
How much time was spent on the following? 

a. Host Agencies - Activities Schedule Preparation 

b, Receivlng-iftgencies - Training Plan Preparation 

c* /Mmn< Duties: ' . ' 

1) Paperwork (performance rpts*, attendance^ 
resumes^ etc,)- aboye normal 

2) Meeting (consbrtiutn. Staff - not including 
the employee (s) ^ etc, ) ' ^ 

' r 

GQ^EHAL QUESTIONS - 

In Should the TEEM' Concept be modified? fj yes no 
If yes. How? ^ 



i 

-Ik. 



2^ Should TEEM part icipaii Its be provided training to talge Civil Service exams? 

2^7 ' £7 no ' ' 

If yes^ what would be the most 'efficient and effective method for providing 
this training? , ' 

3/ Other comments ^ ^ 



EMPLOYEE 



Employee *s Namet 
Agency: 

Supervisor's Names 



Location; 
Phone: ( 



Z7no 



.A 



Is your Job a regular job? 

If no, how would you describe your job? f 

a* A job .made from bits and pieces of other regular jobs 

b- Miscellaneous duties as required, l.e* a '*Jack-of-all-Trades** 

c* Make work, no real benefit derived by agency when work Is 
done. 



2. Have you been provided the following: 

^a-' Orlentatloir 

b. Training 

c. Career Counseling 

d. Counseling on personal matters, 
€*g., family, financial, etc* 



a* 



Z7 
O 



None Little Adequate Toa Kuch 

O' O ■' o o 

\n o on 
n o . o o 
\ 

on o 



5- How do you feel about the amount of time y6u 

spent at the Host Agency? . . Not Enough 

Adeauate 



Too Long 



u 



er|c 



other (^p^ify) 



If yes, by whom? 



Was this treatment [J Po^^Jtl^re Kegattvj 

b- at/^e Receiving Agejicy? ^ fl Yes fl No 

Emplo/ees 
$upeAisor(s) 

Agency;^- ' ■ Management ^]V_ 

Other (specify? ^ / . 1 , £J 

Was this treatment ^Positive !Jep:ati^ 

■86 



^, As a TEEM participant, were you treated^ differently than die regular employees: 

a- at the Host.i^ency: Yes CI^o ^ 

If yea, by whom? ^ * . Employeefe fj 

\ ^ ^ L Supervilor?s) 

Agency: ^ / Management fl 



C2 If yes to either a or b, how did this trjeatnient affect; 
(1) Your adjUGtment to the work env^onmeht? ^ 



(2) Your ability to learn the job' 



Not at all 
Helped /y 
HindeFed 

Not at all^ - £7 
Helped 
^ Hindered 



If. you are at a Receiving Agency, do you feel that your assignment matches 
your abilities^ skill and interest? 

If no, why? (expl^ain) ' ■ ^ ■ ' 

0:-. ■ ' • 




LOCATION: LA □ SAC Q ^LA □ 



UU I T : 



Sl'f'fR'. :<M€: 



TEEM EMPLOYEES {if more than LtST on ©aCkI HOUPg 

' NAME ^ WQRKING CLASSIFICATION WORK VAC SICK DOCK OTHER 

r. ; ^ , . '■ - i 

2^ £ : ^ . 

3* ^ : ' ^ : 



REGULaF^ EMPLOYEES - r^tuMDER OF Eou i LTNT ' Employees 



MO ' OA YR mO OA YR 


ENTER Oa)L^ HOURS USED ^OR ITEMS INDICATED FOR TEEM ^^^D i-TiULAR EMPLOYEES 


s . ■ DESC^lPTiON ' . 


M 


T 


W 


T 




M 


T 


' W 


T 


F 


M 


T 


w 


T 


F 


M 


T 


W 


T _ 


F 


M 


T 


W 


T 


r 


TOTAL 


time spent with teem empldyfes? 

0^ ientat ion ^ * * 








































































































' Tc^Al^lMG 
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* COUNSELING. 






















































■ CAREER ' ' ' 






















































( E * G* - A63 t Arr IT t Relat i onSh i p 
W09K RELATED ^/qther ImP, Pe R fORmANC E REPORT) 






















































{E,G* - EaMJLY, r*NANCtAL, 

PERSONAL CHtLoCARE:, Transportat » on , Etc ) 






















































OTHER TIME EXREnOEO FOR TEEM: 

Oil. L T f/^a^ (Performance Reports , Atte: ndan^^e: ,^ 
* Resumes , Et<; ) . ' ' 












































^ 








CO 


(Consort ium » Sta^t not ^ nc lud i ng ^ 

MEEtJNGS 






























-' 
























TOTAL HOURS EXPENDCD FOR TECM 






















































7 E 

TIME ^rLMl WMH K^uULAK L NnLVJT t. u j * 
Op IENTAT ION 


i 




















































TRAIMNG 























































C UN??:l ING * 

. . > J— 






















































. :areer 






















































-iJi/ t^rt ^TTA {^^^' • ATTIT, REUATIOnSHIP 
, ^.>HK KLLAILU ^/qt^^p^ CmP, , PE RF ORMA NC E PO S(T ) 














































1 








r^^r^^. . {E,G:'- Family, FtNANCiAL, 

^ Childcare, Transportat i on , t tc i 
























! 






























OTHE^ time EXFfNOEO FOR REGULAR' EMPLOYE i 

PAPERWORK f-P^f^-^^^^^C^ Rt.PORT, ATTENOAN.E, 

^ Resumes , Etc 1 
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MTETINGS 






















































.y^Hi HOURS E)(PENDED FOR REGULAR EMPLOYEES 
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7.. 
-6. 



NAME ^ / 



''*^^-99 Ci;i/7^) Reverse 



" .^jj^j^^ pp..-,,.^^....-.-^ 

WORKING CLASSIFICATION WORK VAC> sTOT DOCK OTHER 



CO 
00 



r 



APPENDIX B 



TABLES SHOWING THE NUMBER^ OF MONT^IS 
. PARTICIPANTS i^RE PLACED IN HOST 
AND RECEIVING AGENCIES- 



80 



SumiTiary Phase I 



tiusr 

AGE'.'CY 



POSiTro;; 



le;;sth of" time ih: 



HOST kGElKY. RECECVir:G AGSHC? 



Sacramento 0-= " j) 
Los Angelef; (:<=?5) 
Alameda (N="'2) 

Total N=:-0 

Mean = ^ . 



ERIC 



79.5 
68.9 



6.5 



32?. T 



Gacr^mento (N=13) 
Los Angeles (N=1l) 
'Alameda - (N- 2) 



Total 



Mean = 



H=26 




Gu/fTmary Phase^'II 



AGH.;:CY 



1-1.3 
39.9 
8.0 



2.3 



RECEIVING 
AGEfJCY 



66". 6 
1.6 



73.7 
2.8 



.91 



PERr4A!r£:;T. 

POSITIOh 



I 



LENGTH OF TIME IN: 



HOST AGENCY RECEIVING AGENCl 



•a 



Sacramento Ar^a Phase II 



PARTICIPANT CODE 



pke:<am;.vi 
pogition 



LENG'PH OF Ti:-tE INl 



HOST AGENCY RECEIi/ir,3 AGEN< 



01 
02 
03 
Oh 
05 
06 
07 
08 

09 
10 

11 

12 
T3 



3/04/75 
VOf>/75 
1/06/7? 
.1/12/75 
■1/06/75 

. 1/1^/75 
1/12/75 
1/06/75 

• V23/75 
V23/75 
V29/75 

3/07/75 



2/06/75 
2/06/75 
2/12/75 
2/06/75 
2/12/75 
2/12/75 
2/06/75 
'5/05/75' 
5/05/75 
5/07/75 
-5/07/75 
3/31/75 



\ 



Bi^d. _ 

Bud. 

Bud. 

Bud. 

Bud. 

Bud. 

Bud. 

Bud. 

Resign. 

Resign. 

Bud. 

Term. 



5/0^t/75 
11/06/75 
10/06/75 
7/12/75 
7/06/75 
7/12/75 
7/12/75 
7/06/75 
11/0V75 
6/26/75 
7/21M 
11/1 1/75 

12/07/75 



2 moe, 
1 mos". 

1 [DOS . 

1 mo6. 
1 tnos. 
1 mos. 

1 mosi" 
1 ' mos. 

2 wks- 
"2 w^s. 
1 wks* 
1 ,wks. 



, 9 mos. 
8 mos. 
5 mos. 
5 mos. 
5 mo6. ^ 
5 mo6. 

5 w>s. 
rrio^. 

1 mo6. 3 Wfece- 

2 mos. 2 wks4 

6 flips.. 1 
8 mos. 1 wks4 



Totals -(N=13) 

Mean 

Median 

Mode 



11.3 

ii. 

1.0' 
1.0 



ERIC 
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Xos Angeles Area Phase II 





HOST 


DECEIVING 


PLRMANLNf 






PARTICIPANT CODE 


AGENCY 


AGENCY 


POSITION 


HOST AGENCY 


RECEIVING AGENC 


^h 


12/26/V^^ 




Term. l/08/75 






15 


i2/02/7tt 




Term. Vo8/75 


1 pios* 1 wks* 




16 


12/02/7^ 


3/06/75 


Bod. 5/01^5 


2 mOE* 1 vfks* 

J) 




17 


12/09/7^ 


Sick 1 mo. 


Term. 10/22/75 


9 mos* 2 wks. 




18 




1/20/75 


Bud. 1/20/75 


1 mos* 3 wks* 




19 


12/16/7^ 


1/20/75 


Bud. 1/20/75 


1 mos* 1 wks* 




20 

. ' 21 


1/13/75 

* 

1/13/75 


V19/75 


Resigned 
5/10/75— return 

Term. 3/06/75 


3 mos* 1 wks* 
1 raos* 3 vfks* 


3 wks* 


22 0 


A/Zl/lb 


V18/75 


Res. 7/01/75 


2 mos* 3 wks* 




23 


. VOV75 






8 mos* ^ 




2^ 


■ti/oi/75 








f 


Totals (N=1^) , 


' ; ■ 






39.9 . 




Mean 










0.1 


Median 




- 






0.8 


Hode ^ * 






- 


, 1.3 ■: 


0.8 


/ 

£^ 








* 


♦ f 


\ 

y 




- 


f 


* 

\ 
















ERIC V ^ 


- 
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Alameda Area Phase II 



PARTICIPANT CODE 



25 
26 



HOST 
AGLNCY 



-12/16/7'* 
12/02/7^^ 



V16/75 

' 7/01/75 
Kosp. 1.[no. 



PEPJJJkMiNT 
POSITION ' 



Bud, 
Bud, 



7/01/75 
7/OV7^ 



1 mos 




LENGTH OF Ti!Z IN: 



3. ^ wks. 



Totals (:J=2) 



Mean 



Median 



Mode 



ERIC 
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Sacramento Area Phaee I 





HOST 


RECr>IVIMG 




LENGra OF TII^ ly: 


. PAR?ICTFAN'r CODK 

^ mM — ' -M-^ 


AGENCY 




POSITION, 

■ i 


HOST ASENCY^ 


RECEIVING AGENG 




11/12/73 


2/05/7** 


1/01/75 ' 


^2 raos. 3 wks- 


11 raos. 


' 3'*> 


10/01/73 


1/1 V7'* ^ 


7/01/75 


3 tnos* 2 wks- 


5 mos# 2 wks* 


,.35 ; * ' 


9/1 1/73 


7/25/7** 


8/06/7**, 


10 raos* 2 wks. 


2 wks* 


.36 ■' , . 


/ 5/01/7't 


5/01/7** 


. 1/01/75 


0 


8 mos. 


59. 


ii/i?/73 


''9/i6/7**^ ■ 


y?5/75 Res. 


10 mos. 


7 mos* _ 1 wkjS-< 


60 


5/OV7't 


- 7/15/7** 


7/07/75 


1*+ mos. 2 wks. 


11 mos. 3 wks- 


61 




6/17/7** 


- 1/01/75 


3 mos. 2 wks. 


6 mos. 2 wks- 


, 62 


5/01/7** 


6/03/7** 


11/12/7** 


1 raos. 


5 ^os. 1 wke- 




"j/0 1/7*4 


-7/15/7** ^ 


12/31/7** - 


2 mos* 2 wks- 


5 mos. 2 wks-: 




10/01/73 


6/30/7** 


' 5/01/75 


9 mos. 


10 mos* 


73 ,^ 


'10/31/73 


9/01/7** 


12/01/7** 


10 mos. 


3 mos* 




11/05/73 


11/05/73 


0/15/74 . 


■ 0 


9 mos* 2 wks- 


75 


7/1 0/75^ 


S/01/7H ^ 

I* 


- ' 9/30/7^ Res. 


^ 12 iDOs* 2 


*■ 

2: raos* ' 


Totals ^N=13) 








79-5 mos. 


85.^ mbs* ' 


^ Mfean^T&tal^f Part. 








6. 1 mos* 


^*6 tnos. 


Median 








3-2 mos*'^ i 


5 mos* 2 wks. 


Mode 








10 raos 


5 mos. . 2 wks. - 






♦ 






-* 














/ j 




1 






\ ■ 


a 

ERJC 




95 











J 


Alameda -Area 


Phase I ^ 




f 










liti-uin Ur 




PARTICIPANT CupL 


A^iTj-K^ 1 




Tine; rTTOM 






1 


9/dt|/7»t 


10/01/7't' 


12/05/7't Res. 


1 tnos. 


2 tno6** 


10/OV73 


1/1 V7^ ~ 


• 1/01/75 ' • 


3 mos. 1 viks. 


11 mos. 2 wks*. " 




9M/73 


■ 1/02/7 


1/01/75 


^ mos. 


12 mos* * 


"1*2' ■ ' -v 


9/0/t/73 


1/02/7't 


5/23/75 


^ mos. 


^ ^ mos. 5 wks. 




9/Ott/73 


3/18/7'* 


7/0l/7»t 


5 tnos. 2 wks. 


3 mos. 2 wks. 


^ 53 • ■' 


99/OV73 


11/23/73 


l2/3l/7»t 


2 mos* 5 ^ks.' 


13,iiK>s. 1 wks. 


63 • 

70 - . . 


'10/05/73 
9/0»t/73 


' 7/08/71* 

r 

None ■ 


l2/3l/7'» 
6/50/7^ Res, 


9 mos. 

9 tnos. U wks. 


5 mosV 3 wks. 
0 / 


'76 ' : ■ 


9/OU/73 




1/01/75 ' 


- 7 mos.' 2 >fks* 


8 mos. 2 wks. 


11 . ■ 


9/0»t/73 


U/pi/7it 


1l'/29/7'» . 


7 mos* 


4 8 mos* 


78 


9/OV73 


■Vl7/7'» 


6/19/75 


7 mos. 2^ wks. 


* 

lU mos. ^ 


79 . _ . 


9/0»t/73 


Vi?/7'» 

r 


5/01/75 


7 mos* 3 wks. 


12 mos. 2 wks* 


iotals 










,95*5 mos* 


WeaJi=To±alT# of Fart* 


1 


a . 




5.7 tnos. 


8 mos. . J 


Heaian 








6,2 raos. 


0.23 tnos. 


'Mode ^ 








7i4 raos. 


10*23 nios. 




















t 

\ 




> 


ERIC * ^ 
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APPENDIX C ' 

; SUMbl^Y OF SUPERVISOR/ COUNSELOR QUESTIONNAIRES 



D8 



■■•■/■ 

/ 6 



I 



3- 



a 



^ F 



S i s: 



T 



0\ . 



■pi 



\ 




' T IMC * PfK* W ITm 

or ^TjifF 



usee 



HOST A'^tiVCltS 
\ EDO ' 



'^1 



C L C **k 1 

Clepk I 

APP Ifi'vwP 
t 

ClCpk I 
App 1 m ^ vwft 
TLk .J p M 
C 1. C RH I 

' ".pol p SyP 



* I 



IOC 
100 
100 

too 

IOC 

too 
toe 
too 

200 
100 



ISO 
0 

ifOO 

^oc 



1^ 
too 

TOO 

too 12*^ 
00 1*^0 
t =10 ' ' ""'O 

100 I ^00 



1^ 

no 
200 

o 



^ 



£00 

10^^ 
10^ 
200 

1X 



'0 
■2 



2 

3 ^ 



13 



f ^01 ■ 



6o j 0 



^00 



^2?o|T3ilO 



^1^ 



^0 



•70 



1*0 



3c 



C 30 ! 20 



4^ 



^0 



?0 



W ! 



foe 



*i . * p 



iw*^ A 



Jn jC3', 
I TqiihiCc 



I 



' - i 



t 3C 

T 1 f I 
! tlx 



I 



' 00 I ^ 00 ' ^ ?c 

^ TOO f I 



I 




; ^00 , '"^o ;2o: n?-^ , ' ^ I' | n/^ 
I ■ 1 ' I ■ J ■ 

i5c ■s'^c , 0 I ■^\" " i ! ^ "v* 



: 2 



LC 



V 



^ much 



o r B^:^^.jp STtrr^j^ 



flECClVlHG A3ENCV TOTAl$ 



Totals f NuMSEft or bcspcuscs 



^00 



560 



625 



27.^ 



2.C [ 3 



60 



6C 



0 C 



1©C 



12^ 



3.6 



23 



,6 



2? [7^ 2=i 




f 



I . I 



kl 



! I 



o 



r , 



■ J 




CO 

o 
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LOS ANGELES A^SA 



AOOL Oft 



CfTECTlvENeSS 



■ COMP 



SLOT MJOi 



MUCH 



^ im SP'thfl' WITH 

or ^tGuLAP sT*rr 



HOtJRS 

usee 



HftURS l^CD FOR 



SChO 



TCCM 
CONCCPT 



TR*]1St TO 



HOST AGCf^lES 
EDO 



Lamscrt 



REhAB 



HOST AGE^CV TOTAiS 



68 



tOA 

Stock Clk 
EDA 

RcccpT 
To Svc AsST 

GROUND^MAhr 
PAflttL G A I £> 

Parol G Ai 
Clcpt cal 
pa rote" a vd 
RecCpt 



M3) 



Va 

M/A 
TOO 

TOO 

TOO 

TOO 

100 
'00 
100 
"OC 
•00 

ico! 



100 

L 



100 

0 

300 

TOO 

100 
100 

too 

100 
>^0 

I ^50 

200 j 1 '^O 



17^ 
175 

300 

100 
100 
100 
200 

1^ 

200 



'50 



100 
TOO 
100 
100 

100 

100 
uoo 
zoo 
no 

0 



I 



I (fJOT 

i 



3-5 
3-5 

7 

1 

2 
2 
2 

2 . 

e 
3 

2 5 



1 

1 

2 
2 
2 
2 
1 
1 

3 
3 
5 
3 

10*5 



0 

0 
0 

0/1 

o 

0 
0 
0 
0 
0 
0 
0 
0 



n/a 



^5 



20 



10 



68 



^6 



19^0 



2!l 5 



10U 



o 



3 



7,7 



1^ k 



l*^U 



2^ 



0 I >3U 



132 



3-3 



1" 9 



n/a 



3-1 



e*.o 



^2 Si 



5V 



1 M 



ERIC 



$UPCRVi5O*</C0urJ3CL0« OuC 9 T | ON[JA I ftE S ALAMEDA AREA PnASf f 











PROVIDES 
INCP SVS 


WORlC OCTPUT Ofl 


HOURS 


TiMt SPCHT WITH 
OF PEGUUfl STAFF 


HOURS 
US CD 

pcn utCK 


HOUftS y&tD FOR 


Mootrf 
tecmV 

COHCfPT 


TRAIN TO 
TAKE CyS"^ 
C)<AMS 


H/A 


n/A 


AQMJH DUT 








NO 








LE3S 




HORC 


OR 




^ 


TC£M 




ACT 
SCHO 


TBI4G 
PLAN 










TES 


W 


MUCH 


SLCT 






MUCH 


MUCH 












CAR- 


WORK 


PtRS 




RECEIVING f 

OCpT 

d/mv 


GENCJES 

1*0 - 

63- 
J 79 

• * 

73 


LAS A$sT 
LA& AssT 
LAC) AssT 

CLGftK II 

ClfC(»)C 1 1 

CLGAK 1 1 

ftCC AsST 
> 


t 

X 
X 

X 

>t 


X 
X 


t 
t 

X 

X 

X 




* 

X 

t 


X 
* X 

t 


t 

X 




X 


X 


X 


t 

■ Vi 

t 

Vi 


X 




100 
100 

Uo 

100 

TOO 

100 
*00 


ri5 

100 

50 

135 
125 
*50 
lea 


100 
100 
100 
200 
£00 
TOO 

150 

TOO 


135 

1Q0 

300 
^00 
TOO 
100 

icfif 


135 
1Q0 
150 

35 
175 
100 
100 

100 


1 .0 

30 

6 

15 
30 

o.e 

3 0 
3,0 


1 ,0 
1,0 
1.0 

3-5 
0'.5 
1 .0 

0.5 
0.5 
vo 


N/A 

n/a 
iVa 
n/a 

N/A 
N/A 

n/a 


50. 0 

0.5 

0 
0 
0 

0 


50.0 

?T,0 
5.0 
9^0 

0 

9.0 
0 


50. C 

12, C 
30.0 
1 .C 
KO 
; 1 0 
1-0 


f|/A 

tyf/A 
N/A 

N^A 




N/A 
N/A 


X 

1 




GENCr TOTALS 


r — ^ — ' — 




2 




1 


^* 

1 






•C 




V 




u 








1030 




'O95 


9S5 








50.5 


11« 


66 1 ^3 

i 


C 


3 


3 


MtAN = Tot 








— 1 






^ * T 
I 






0 




1* , T 




kit 4 


M 1 




. 95 


* 






109 


zA 


^ . 1 




5.6 


12 A 


9.6 


! 100 


0 






■ 

i 

■ : ! 


a : 

'1 










\ 1 




" — J* 

1 






1 




I 


■ 

1 .1 
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PffOVlOCS 
*OQL OR 



^ HOURS 



T IMC WITH 

or PCf^LAfi STirr 



HOURS 
US CD 



MUCH Slit 



SLCT MUCH 



SCUD 



WORK 



But" 



TRllh TO 
CXAKG 



Los Angglcs 
Area 



Host Aocncjcb 



RCCG W I Na 'Agcnc 1^3 
(0) 



I^U 



UHSGR OF 
RCSPONSG? 

% OF 
RE5PONSC3 



75 



1 



1 

25 



395 
98.8 



101 



111 



103.8 



Uif5 



111 



7.3 

1: 



. 3 



1 

.^25 



25 



3v 

75 



1 

25 



AREA 
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